
Confidential Information Access Approval 

Date: [Insert Date] 

To: [New Personnel Name] 

From: [Your Name] 

Department: [Your Department] 

Subject: Access Approval for Confidential Information 

Dear [New Personnel Name], 

We are pleased to inform you that your request for access to confidential information has been 

reviewed and approved. This access is essential for you to effectively perform your duties within 

the [specific department or project name]. 

Details of the approved access are as follows: 

• Confidential Information Type: [Specify Type] 

• Access Level: [Specify Level] 

• Effective Date: [Start Date] 

• Review Date: [Review Date] 

As you will be dealing with sensitive information, please ensure you adhere to all company 

policies and guidelines regarding confidentiality and data protection. 

If you have any questions regarding this approval or the associated responsibilities, please do not 

hesitate to reach out. 

Congratulations on your new role, and welcome to the team! 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


