Letter Template for Security Policy Changes

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Outline of Security Policy Changes

Dear [Recipient Name],

We are writing to inform you about important changes to our security policy that will take effect
on [Effective Date]. These changes are designed to enhance our security measures and protect
sensitive information more effectively.
1. Overview of Changes
[Brief description of the overall changes being made.]
2. Specific Changes
o Change 1: [Description]
e Change 2: [Description]
e Change 3: [Description]
3. Implementation Timeline
[Outline the timeline for implementing the changes.]
4. Impact on Employees
[Discuss how these changes will affect employees and their responsibilities.]

5. Questions and Support

If you have any questions regarding these changes, please feel free to reach out to [Contact
Information]. We appreciate your cooperation and understanding.

Sincerely,
[Your Name]

[Your Job Title]
[Your Company]



