Configuration Management Policy
Guidelines

Date: [Insert Date]

To: [Insert Recipient Name]

From: [Insert Your Name]

Subject: Configuration Management Policy Guidelines

Dear [Insert Recipient Name],

In accordance with our commitment to maintaining a controlled and standardized approach to

configuration management, | am writing to outline the policy guidelines that govern our
practices.

1. Purpose

The purpose of this policy is to ensure that all configuration items are accurately recorded,
maintained, and monitored throughout their lifecycle.

2. Scope

This policy applies to all configuration items within [Insert Organization/Project Name].

3. Guidelines

e 3.1 All configuration items must be documented and approved.

e 3.2 Regular audits shall be conducted to ensure compliance.

o 3.3 Changes to configuration items must follow a formal change management process.
e 3.4 Training will be provided to all personnel involved in configuration management.

4. Responsibilities

All team members are responsible for adhering to these guidelines and ensuring the integrity of
configuration management processes.

5. Review and Updates

This policy will be reviewed annually and updated as necessary to reflect changes in processes or
regulations.



Thank you for your attention to this important matter. Should you have any questions or require
further clarification, please do not hesitate to reach out.

Sincerely,
[Insert Your Name]
[Insert Your Position]

[Insert Organization Name]



