
Compliance Training Requirements 

Notification 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Compliance Training Requirements 

Dear [Employee Name], 

We hope this message finds you well. This letter serves as a formal notification regarding the 

upcoming compliance training requirements that need to be completed as part of our 

commitment to maintaining standards of excellence and regulatory compliance. 

Please find the details of the training below: 

• Training Title: [Insert Training Title] 

• Training Format: [Online/In-Person] 

• Duration: [Insert Duration] 

• Deadline for Completion: [Insert Deadline] 

It is imperative that you complete this training by the specified deadline to ensure compliance 

with [Insert Relevant Regulations/Policies]. Failure to fulfill this requirement may result in 

[insert potential consequences]. 

If you have any questions or need assistance, please feel free to reach out to [Contact 

Person/Department]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


