
[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to clarify certain aspects of our compliance 

policy as it pertains to [specific issue or situation]. It is essential that all team members 

understand their responsibilities to ensure adherence to our regulatory standards. 

Our compliance policy mandates [briefly describe relevant sections of the policy]. To ensure 

clarity, I would like to outline the following: 

• Point 1: [Description] 

• Point 2: [Description] 

• Point 3: [Description] 

If there are any questions or if further clarification is required, please do not hesitate to reach out 

to me directly. It is crucial that we maintain open lines of communication regarding compliance 

matters. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company] 


