
[Your Organization's Letterhead]  

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Vulnerability Management Policy Implementation 

Dear [Recipient's Name], 

We are writing to inform you about the implementation of our 

Vulnerability Management Policy, aimed at enhancing our cybersecurity 

posture and protecting our assets from potential threats. 

1. **Purpose**  

 The purpose of this policy is to outline the processes for identifying, 

evaluating, treating, and reporting vulnerabilities within our IT 

infrastructure. 

2. **Scope**  

 This policy applies to all employees, contractors, and third-party 

service providers who have access to our systems and data. 

3. **Responsibilities**  

 - The IT Security Team will be responsible for conducting regular 

vulnerability assessments and penetration tests.  

 - Department heads will ensure that all staff are trained on the 

importance of vulnerability management. 

4. **Vulnerability Assessment**  

 Regular assessments will be conducted at least quarterly, with immediate 

assessments following significant system changes or updates. 

5. **Remediation**  

 Identified vulnerabilities must be addressed promptly, with 

prioritization based on the risk level. Critical vulnerabilities are to 

be remediated within 30 days. 

6. **Reporting**  

 Vulnerability findings will be documented and communicated to relevant 

stakeholders, along with the remediation status. 

7. **Review and Updates**  

 This policy will be reviewed annually, or as necessary, to ensure 

continued relevance and effectiveness. 

We appreciate your cooperation in implementing this policy to safeguard 

our organization's information assets. Should you have any questions or 

require further information, please do not hesitate to reach out. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


