[Date]

[Recipient Name]
[Recipient ID/Employee Number]
[Department/Organization]

Subject: Vault Access Authorization Approval
Dear [Recipient Name],

We are pleased to inform you that your request for access to [ Vault Name/Location] has been
officially approved. This authorization is granted based on your current role and requirements for
[Project Name/Business Purpose].

Access Details:

e Access Level: [Full/Partial/Read-Only]

o [Effective Date: [Start Date]

o Expiration Date: [End Date, if applicable]

e Permitted Hours: [e.g., 24/7 or Business Hours only]

Please note that your access is subject to the following conditions:

e All entries and exits will be logged and monitored.

e You are strictly prohibited from sharing your access credentials (keys, codes, or badges)
with any other individual.

e Security protocols must be followed at all times while inside the vault area.

To finalize your access, please report to [Security Office/Department Name] to [collect your key
/ activate your badge / set your biometric data].

If you have any questions regarding these procedures, please contact [Department Contact
Name] at [Phone Number/Email].

Sincerely,

[Signature]

[Name of Approving Officer]
[Title/Position]

[Company Name]



