
Contractor Entry Permission Request 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient Name], 

I am writing to formally request permission for our contractors to enter the premises at [location] 

on [date] to perform [specific work/maintenance]. The details are as follows: 

• Contractor Company Name: [Contractor's Company] 

• Contact Person: [Contact Name] 

• Contact Number: [Contact Number] 

• Work Description: [Description of work] 

The scheduled work is expected to take place between [start time] and [end time]. We assure you 

that all safety procedures and regulations will be followed to minimize disruption. 

We appreciate your consideration of this request and look forward to your prompt approval. If 

you have any questions or need further information, please do not hesitate to contact me at [Your 

Phone Number] or [Your Email Address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Address] 


