Letter of Formal Communication Regarding
Security Officer Actions

Date: [Insert Date]

To: [Insert Recipient's Name]

Title: [Insert Recipient's Title]

Company: [Insert Company Name]

Address: [Insert Company Address]

Dear [Insert Recipient's Name],

I am writing to formally communicate and document the recent actions taken by our security
officer, [Insert Officer's Name], on [Insert Date of Incident]. These actions were critical in
ensuring the safety and security of our premises and personnel.

On the aforementioned date, [Insert Officer's Name] observed [Insert Description of
Incident/Actions Taken]. This response was in accordance with our established security
protocols and ensured that [Insert Outcome of Actions].

We acknowledge the importance of maintaining a secure environment, and the prompt action
taken by our security officer reflects our commitment to these standards. We appreciate their

diligence and professionalism in handling the situation.

If you have any questions or require further details regarding this incident, please do not hesitate
to reach out.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Title]

[Your Company]
[Your Contact Information]



