
Security Clearance Approval Letter 

Date: [Insert Date] 

[Applicant's Name] 

[Applicant's Address] 

[City, State, Zip Code] 

Dear [Applicant's Name], 

We are pleased to inform you that your security clearance application has been successfully 

approved. This clearance is necessary for you to undertake your assigned duties in accordance 

with the requirements set forth for your position as [Job Title] at [Company/Organization Name]. 

Please be advised that your clearance is valid until [Expiration Date]. You are required to 

maintain the confidentiality of all classified materials and information you may come into 

contact with during your employment. 

Should you have any questions regarding your clearance or responsibilities, please do not 

hesitate to reach out to the HR department. 

Congratulations on your approval, and we look forward to your contributions to our team. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company/Organization Name] 

[Contact Information] 


