
Import-Export Compliance Policy Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Update on Import-Export Compliance Policy 

Dear [Recipient's Name], 

We are writing to inform you about important updates to our Import-Export Compliance Policy 

that will take effect on [Effective Date]. In our ongoing efforts to comply with international trade 

regulations and to enhance our operational practices, we have made necessary revisions to the 

policy. 

The key changes include: 

• Updated requirements for documentation and record-keeping. 

• New protocols for screening suppliers and customers. 

• Revised training requirements for staff involved in import-export operations. 

• Enhanced procedures for reporting compliance issues. 

We believe these updates will strengthen our compliance efforts and mitigate risks associated 

with import-export activities. It is critical that all employees involved in these processes review 

the updated policy and implement the necessary changes. 

For further details, please refer to the updated policy document attached, or feel free to reach out 

to [Contact Person/Department] at [Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


