
Letter of Technology Usage Guidelines 

Dissemination 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to inform you that our organization has developed new technology usage 

guidelines aimed at promoting safe and effective use of technology within our community. These 

guidelines have been carefully crafted to ensure that all members understand their 

responsibilities and best practices regarding technology usage. 

Enclosed with this letter, you will find a copy of the technology usage guidelines document. We 

encourage you to review its contents and disseminate the information within your team. We 

believe that adhering to these guidelines will foster a productive and respectful technology 

environment. 

If you have any questions or require further clarification, please do not hesitate to reach out to us. 

Your cooperation in promoting these guidelines is greatly appreciated. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


