
Notification of Access Control Policy Change 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Update on Access Control Policy 

Dear [Recipient's Name], 

We would like to inform you about an important change to our Access Control Policy that will 

take effect on [effective date]. This update is aimed at enhancing our security protocols and 

ensuring a safer environment for all. 

The key changes to the policy include: 

• Modification of user access rights based on job roles. 

• Implementation of two-factor authentication for all sensitive data access. 

• Regular audits of access logs to ensure compliance. 

If you have any questions or require further information regarding these changes, please do not 

hesitate to contact me directly at [Your Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


