Data Protection Notice

Date: [Insert Date]

To: [Employee's Name]
Subject: Data Protection Notice
Dear [Employee's Name],

This notice is to inform you about our practices regarding the collection, use, and protection of
your personal data as an employee of [Company Name]. We are committed to complying with
applicable data protection laws and safeguarding your personal information.

1. Purpose of Data Collection
Your personal data is collected for the purposes of employment management, payroll processing,
benefits administration, and fulfilling our legal obligations.

2. Types of Data Collected
We may collect the following types of personal data: name, contact information, identification
numbers, employment records, and performance evaluations.

3. Data Protection Rights

You have the right to access, correct, or request the deletion of your personal data. If you have
any guestions about your rights or our data protection practices, please contact [Data Protection
Officer's Name] at [DPO Contact Information].

4. Data Security

We take appropriate technical and organizational measures to protect your personal data against
unauthorized access, loss, or damage.

We appreciate your attention to this important matter. Thank you for your cooperation.
Sincerely,

[Your Name]

[Your Position]
[Company Name]



