Date: [Insert Date]

To: All Residents / Employees / Tenants

Subject: Update to Gate Access Protocol and Security Procedures
Dear [Name/Recipient],

Please be advised that we are updating our gate access and security procedures to enhance the
safety and security of the premises. These changes will take effect on [Insert Effective Date].

New Access Protocols:

o Entry Requirements: [e.g., All visitors must present a valid ID at the gate.]

e Access Credentials: [e.g., New digital fobs or mobile app codes will replace physical
keys.]

e Visitor Registration: [e.g., Residents must register guests via the online portal 24 hours
in advance. ]

e Hours of Operation: [e.g., The main gate will be manned from 6:00 AM to 10:00 PM.]

Security Reminders:

e Do not share your personal access codes or fobs with unauthorized individuals.

o Ensure the gate is fully closed behind you when entering or exiting.

e Report any suspicious activity or gate malfunctions to [Insert Contact/Department]
immediately.

We appreciate your cooperation in keeping our community safe. If you have any questions
regarding these updates, please contact the security office at [Insert Phone Number] or [Insert
Email Address].

Sincerely,
[Your Name/Signature]

[Your Title/Position]
[Company/Association Name]



