
**HR Compliance Letter Template** 

[Your Company Letterhead]  

[Date]  

[Employee Name]  

[Employee Address]  

[City, State, Zip Code]  

Dear [Employee Name],  

Subject: HR Compliance Notification  

We are writing to inform you about [briefly describe the subject of 

compliance, e.g., a policy update, training session, or compliance 

requirement]. As part of our commitment to maintaining a compliant and 

fair workplace, it is essential that all employees adhere to these 

guidelines.  

**Compliance Details:**  

- **Policy/Procedure:** [Specify the policy/procedure]  

- **Effective Date:** [Insert effective date]  

- **Required Actions:** [Specify actions required from the employee]  

We appreciate your attention to this matter and your cooperation in 

helping us maintain a compliant workplace. Should you have any questions 

or need further clarification, please do not hesitate to reach out to [HR 

contact name or department, contact information].  

Thank you for your prompt attention to this compliance notification.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Company Name]  

[Contact Information]  

--- 

**Example HR Compliance Letter** 

ABC Corporation  

October 5, 2023  

John Doe  

123 Main Street  

Cityville, ST 12345  

Dear John Doe,  

Subject: HR Compliance Notification  

We are writing to inform you about an important update to our workplace 

safety policy. As part of our commitment to providing a safe working 

environment, it is essential that all employees adhere to the new safety 

guidelines effective October 15, 2023.  

**Compliance Details:**  

- **Policy/Procedure:** Workplace Safety Policy  

- **Effective Date:** October 15, 2023  

- **Required Actions:** Please review the updated policy in the employee 

handbook and complete the mandatory safety training by November 1, 2023.  

We appreciate your attention to this matter and your cooperation in 

helping us maintain a compliant workplace. Should you have any questions 

or need further clarification, please do not hesitate to reach out to 

Jane Smith, HR Manager at jane.smith@abccorp.com or (555) 123-4567.  

Thank you for your prompt attention to this compliance notification.  

Sincerely,  

Emily Johnson  

Human Resources Director  

ABC Corporation  



(555) 987-6543 


