
Staff Technology Compliance Guidelines 

Date: [Insert Date] 

To: All Staff 

Dear Team, 

As part of our commitment to maintaining a secure and efficient work environment, we are 

implementing updated technology compliance guidelines that all staff members are required to 

follow. These guidelines aim to protect our company's information assets and ensure that we 

adhere to regulatory standards. 

1. Acceptable Use Policy 

All employees must use technology resources responsibly and primarily for work-related 

purposes. 

2. Password Security 

Employees are required to create strong passwords and change them regularly. Sharing 

passwords is strictly prohibited. 

3. Data Protection 

Confidential information must be stored securely and only accessible by authorized personnel. 

4. Software Installation 

Employees must obtain approval from IT before installing any software on company devices. 

5. Reporting Incidents 

Any suspected security breaches must be reported to the IT department immediately. 

Failure to comply with these guidelines may result in disciplinary action. Your cooperation is 

essential in maintaining the integrity of our technology infrastructure. 

Thank you for your attention to this matter. 

Sincerely, 



[Your Name] 

[Your Position] 

[Company Name] 


