
IT Systems Review Correspondence 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: IT Systems Review Notification 

Dear [Recipient's Name], 

We are writing to inform you that a review of the IT systems will be conducted on [Insert Date 

of Review]. This review aims to assess the efficiency, security, and overall performance of our 

current IT infrastructure. 

The review will cover the following areas: 

• System Performance Metrics 

• Data Security and Compliance 

• User Access and Privileges 

• System Updates and Maintenance 

Please ensure that all relevant documentation and reports are prepared for the review team. If you 

have any questions or need further clarification, do not hesitate to reach out. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


