
Confidential Information Access Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Updates and Changes to Confidential Information Access 

Dear [Recipient's Name], 

This letter serves as an official notification concerning updates and changes to the access 

protocols for confidential information within [Organization's Name]. 

Summary of Changes: 

• Change in access rights for [specific documents or data]. 

• Newly designated personnel for confidential information management. 

• Updated confidentiality agreement requirements for all personnel. 

These changes will take effect on [effective date]. Please ensure that you are familiar with the 

new protocols and adhere to the updated guidelines to maintain the integrity and confidentiality 

of our information. 

If you have any questions or require further clarification, please feel free to reach out to me 

directly. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


