Date: [Insert Date]

TO: [Security Department / Facility Manager Name]
FROM: [Authorizing Official Name/Title]
SUBJECT: Authorization for Vault Access

Dear [Recipient Name],

This letter serves as formal notification that the following individual is authorized to access the
vault located at [Specific Location/Vault ID].

Authorized Personnel Details:
e Full Name: [Full Name of Employee]
e Employee ID: [ID Number]
e Department: [Department Name]
o Access Level: [Full Access / Escorted Only / View Only]

Authorization Period:

This access is valid from [Start Date] to [End Date/Permanent]. Access is permitted during
[Regular Business Hours / 24/7 / Specific Shift].

Purpose of Access:
[Describe reason, e.g., Routine auditing, retrieval of sensitive documents, or maintenance].

The authorized individual has undergone the necessary security clearances and is aware of all
protocols regarding vault security and confidentiality. Please issue the required keys, access

codes, or biometric registration immediately.

If you have any questions regarding this authorization, please contact me directly at [Phone
Number] or [Email Address].

Sincerely,
[Signature]
[Printed Name]

[Title/Position]
[Organization Name]



