
Date: [Insert Date] 

To: [Recipient Name/Department] 

From: [Your Name/IT Department] 

Subject: Information Technology Access and Authentication Controls Policy 

Dear [Name/Team], 

This letter outlines the mandatory access and authentication controls required to protect 

[Company Name]'s information systems and data integrity. 

1. User Identification 

Every user must be assigned a unique User ID. Sharing of credentials or using generic accounts 

is strictly prohibited. Accounts must be deactivated immediately upon employee termination or 

role change. 

2. Authentication Requirements 

All systems must enforce strong authentication methods, including:  

• Complex passwords (minimum [Number] characters, including symbols and numbers). 

• Mandatory Multi-Factor Authentication (MFA) for remote access and administrative 

accounts. 

• Password expiration every [Number] days. 

3. Access Control (Least Privilege) 

Access rights are granted based on the principle of "Least Privilege." Users will only be provided 

the minimum level of access necessary to perform their job functions. Access levels will be 

reviewed on a [Monthly/Quarterly] basis. 

4. Monitoring and Auditing 

All login attempts, successful or failed, will be logged and monitored. Any unauthorized attempt 

to bypass authentication controls will result in account suspension and disciplinary action. 

5. Remote Access 

Remote access to the corporate network must occur exclusively through authorized encrypted 

channels (e.g., VPN) and requires MFA validation. 

Please acknowledge receipt of these controls by signing below or replying to this electronic 

notice. 

Sincerely, 



[Your Signature] 

[Your Printed Name] 

[Your Job Title] 


