
Request for Site Access 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to request access to the site located at [Site 

Address] for the purpose of [briefly describe reason for access, e.g., conducting inspections, 

performing construction work, etc.]. 

We plan to access the site on [insert date(s)] during [insert time]. Please let us know if this 

timing works for your schedule. We will ensure that all safety protocols are followed and that 

minimal disruption occurs during our visit. 

If you require any additional information or documentation to process our request, please do not 

hesitate to contact us at [Your Phone Number] or [Your Email Address]. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


