
To: [Recipient's Name] 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you of the revised access control procedures that will take effect as of 

[Effective Date]. These changes have been implemented to enhance the security and integrity of 

our facilities and information systems. 

Key Changes: 

• Access Levels: Description of new access levels and criteria. 

• Identification Requirements: Details on ID badges and authentication methods. 

• Emergency Procedures: Updated protocols for securing access during emergencies. 

All personnel are required to review these changes and comply with the new procedures by 

[Compliance Deadline]. Training sessions will be scheduled to ensure that everyone understands 

the revised protocols. 

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

[Contact Person/Department]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


