
Trade Compliance Requirements Notification 

Date: [Insert Date] 

To: [Recipient Name] 

Company: [Recipient Company] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We hope this message finds you well. As part of our commitment to maintaining compliance 

with international trade regulations, we are reaching out to inform you of the following trade 

compliance requirements that must be adhered to: 

1. Licensing Requirements 

All exports must be accompanied by the necessary licenses as per [insert relevant regulations]. 

Failure to do so may result in penalties. 

2. Origin Certification 

Please provide proof of origin for all products being exported to ensure compliance with [insert 

specific agreement or law]. 

3. Record Keeping 

Maintain accurate records of all transactions for a minimum of [insert timeframe] years, as 

required by [insert applicable law]. 

4. Training 

Ensure that all employees involved in trade functions undergo training on current compliance 

requirements. 

We appreciate your understanding and cooperation in these matters. Should you have any 

questions or require further clarification, please feel free to contact us at [insert contact 

information]. 

Thank you for your attention to these important compliance requirements. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


