
Software License Compliance Instructions 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Software License Compliance Instructions 

Dear [Recipient's Name], 

As part of our commitment to maintaining software license compliance, please find below the 

instructions to ensure adherence to the licensing agreements associated with our software 

products: 

1. Review of Software Licenses 

All employees are required to review the licenses for the software they use. Please access our 

internal repository to find the licenses associated with each software. 

2. Usage Guidelines 

• Ensure installation of software is limited to authorized devices only. 

• Do not share license keys or installation media with unauthorized personnel. 

• Do not install the software on personal devices without express permission. 

3. Compliance Reporting 

Please report any compliance issues or concerns to the IT department immediately. Use the 

compliance reporting form available on our intranet. 

4. Periodic Audits 

Regular audits will be conducted to ensure compliance. Participation and transparency are 

expected from all employees. 

Thank you for your attention to this important matter. Your cooperation is essential for ensuring 

our organization's compliance with software licensing. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


