
Date: [Insert Date] 

Subject: Notice of Pending Renewal: Compliance-Verified Security Cleared Contractor Status  

Dear [Contractor Name], 

This letter serves as formal notification regarding the upcoming renewal of your security-cleared 

contractor status for [Project/Department Name]. Our records indicate that your current 

compliance verification is set to expire on [Expiration Date]. 

To maintain uninterrupted access to secured systems and facilities, you are required to initiate 

the renewal process immediately. Please provide the following updated documentation: 

• Updated Background Check Authorization 

• Current Compliance Certification Form 

• Valid Government-Issued Identification 

• [Insert Additional Required Document] 

Status: Pending-Update / Compliance-Verified 

Please submit all required materials to the Security Compliance Office via [Submission 

Method/Portal] no later than [Deadline Date]. Failure to provide these updates by the specified 

deadline may result in a temporary suspension of your security credentials and facility access. 

If you have already submitted these documents, please disregard this notice as your file is 

currently under review. 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information]  


