Internal Control Policy Update

Date: [Insert Date]
To: [Insert Recipient's Name]
From: [Insert Sender's Name]
Subject: Update on Internal Control Policies
Dear [Recipient's Name],
We are writing to inform you of recent updates to our Internal Control Policies, effective [Insert
Effective Date]. These updates are part of our ongoing commitment to enhancing risk
management and ensuring compliance with applicable regulations.
The following key changes have been made:
o [Brief description of change 1]
o [Brief description of change 2]
o [Brief description of change 3]
We encourage you to review the updated policies thoroughly and familiarize yourself with the
changes. For more detailed information, please refer to the updated policy document attached or

available on our internal portal.

Should you have any questions or need further clarification, please do not hesitate to reach out to
[Contact Person's Name] at [Contact Person's Email] or [Contact Person's Phone Number].

Thank you for your attention to this important matter.
Sincerely,
[Your Name]

[Your Position]
[Your Company]



