
Letter of Compliance Requirements Explanation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We are writing to inform you about the new policies enacted by [Policy Enacting 

Body/Organization], which will take effect on [Effective Date]. These policies are designed to 

[briefly explain the purpose of the policies, e.g., enhance security, ensure compliance with 

regulations, etc.]. 

Compliance with these policies is mandatory, and we have outlined the key requirements below: 

• Requirement 1: [Description] 

• Requirement 2: [Description] 

• Requirement 3: [Description] 

Failure to adhere to these new policies may result in [describe potential consequences, e.g., 

penalties, loss of privileges, etc.]. We strongly encourage you to review the complete policy 

document attached to this letter for more detailed information. 

Should you have any questions or require further clarification regarding these compliance 

requirements, please do not hesitate to contact us at [Your Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


