
Date: [Insert Date] 

To: All Employees, Contractors, and Visitors 

Subject: Welcome to Our Updated Facility 

Security and Access Protocols 

Dear Team, 

The safety and security of our personnel and assets are our top priorities. To ensure a secure 

working environment, we are implementing updated facility security and access protocols 

effective [Insert Effective Date]. 

Please review the following key updates to our access procedures: 

• Identification Badges: All personnel must wear their issued ID badges visibly at all 

times while on the premises. 

• Entry Points: Primary access is now restricted to [Insert Specific Entrance, e.g., the 

Main Lobby]. All other doors are for emergency exit only. 

• Visitor Registration: All guests must be pre-registered in the [Insert System Name] 

portal and must sign in at the front desk upon arrival. 

• Credential Scanning: New [Insert Technology, e.g., RFID/Biometric] scanners have 

been installed. Please ensure your badge is updated at the Security Office by [Insert 

Deadline]. 

• Tailgating Policy: Please do not allow others to enter the building behind you without 

scanning their own credentials. 

We appreciate your cooperation in adhering to these new measures. These changes are designed 

to provide a safer and more controlled environment for everyone. 

If you have any questions regarding these updates or if you experience issues with your access 

credentials, please contact the Security Department at [Insert Phone Number] or [Insert Email 

Address]. 

Thank you for your commitment to our workplace safety. 

Best regards, 

[Insert Name] 

[Insert Title] 

[Insert Department/Company Name]  


