
Site Access and Logistics Planning for 

Contractors 

Date: [Insert Date] 

To: [Contractor's Name] 

From: [Your Company Name] 

Subject: Site Access and Logistics Planning 

Dear [Contractor's Name], 

We are reaching out to provide you with the necessary information and guidelines regarding site 

access and logistics for your upcoming work on the [Project Name/Description]. Please review 

the details below to facilitate a smooth operation: 

Site Access Details 

• Access Gate: [Specify location of the access gate] 

• Access Hours: [Specify access hours]  

• Identification Requirements: [Specify ID needs] 

Logistics Information 

• Parking Areas: [Detail parking areas available for contractors] 

• Loading/Unloading Zone: [Specify loading/unloading zones] 

• Material Storage: [Outline any material storage requirements] 

Safety Regulations 

Please ensure that all site safety regulations are adhered to, including: 

• Personal Protective Equipment (PPE) must be worn at all times. 

• All vehicles must follow designated routes. 

If you have any questions or need further assistance, please do not hesitate to contact us at [Your 

Contact Information]. We appreciate your cooperation and look forward to a successful 

collaboration. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company Name] 

[Your Contact Information] 


