
Overseas Transaction Compliance Guidelines 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Compliance Guidelines for Overseas Transactions 

Dear [Recipient Name], 

As part of our commitment to ensuring compliance with international regulations and internal 

policies, we have established the following guidelines for conducting overseas transactions: 

1. Due Diligence: Ensure thorough vetting of all overseas partners and transactions. 

Conduct background checks and assess financial stability. 

2. Regulatory Compliance: Familiarize yourself with the laws and regulations governing 

international transactions, including sanctions and trade restrictions. 

3. Documentation: Keep comprehensive records of all transactions, including relevant 

contracts, invoices, and correspondence. 

4. Reporting: Report any suspicious activities immediately to the compliance department. 

Ensure all transactions are transparent and documented. 

5. Training: Participate in compliance training sessions to stay updated on the latest 

regulations and best practices. 

It is crucial that we adhere strictly to these guidelines to mitigate risks and uphold our reputation 

as a responsible global entity. Please ensure that your team is informed and complies with these 

procedures. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


