Date: [Insert Date]

To: [Recipient Name/All Employees]

Subject: Official Contact Information for the Dedicated Compliance Department
Dear [Name/Team],

To ensure that all regulatory requirements and internal policies are met, please find the official
contact details for our Dedicated Compliance Department below. You should use these channels
to report concerns, seek guidance on policy interpretation, or submit required documentation.

Department Name: [Insert Department Name, e.g., Corporate Compliance Office]
Primary Contact: [Insert Name/Title of Compliance Officer]

Direct Phone Line: [Insert Phone Number]

Dedicated Email: [Insert Email Address]

Office Location: [Insert Physical Address/Suite Number]

Anonymous Reporting Hotline: [Insert Hotline Number, if applicable]

Our Compliance Department is available during standard business hours: [Insert Hours, e.g.,
Monday - Friday, 9:00 AM to 5:00 PM].

If you have any immediate questions regarding this information, please do not hesitate to reach
out.

Best regards,
[Your Name]

[Your Title]
[Company Name]



