
Information Security Compliance Notice 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Information Security Compliance Notice 

Dear [Recipient Name], 

This letter serves as an official notice regarding the compliance requirements for information 

security within [Organization Name]. As you are aware, maintaining the integrity, 

confidentiality, and availability of our data is of utmost importance. 

According to our security policy, you are required to adhere to the following guidelines: 

• Regularly update your passwords and ensure they meet complexity requirements. 

• Complete mandatory training on information security practices. 

• Report any security incidents or suspicious activities immediately. 

Failure to comply with these requirements may result in disciplinary action, up to and including 

termination of employment. We appreciate your cooperation in maintaining a secure 

environment for all. 

If you have any questions or need further clarification, please do not hesitate to reach out to the 

Information Security Department at [Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


