Trade Secret Protection Alert

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Alert - Protection of Trade Secrets
Dear [Recipient's Name],

We are writing to remind all employees of the importance of protecting our trade secrets and
confidential information. As you know, trade secrets are critical to our business and provide us
with a competitive advantage in the market.

In order to maintain the security of our proprietary information, please adhere to the following
guidelines:

« Do not disclose any trade secrets to unauthorized individuals.

o Ensure that sensitive documents are stored securely and access is limited to authorized
personnel.

o Be cautious when discussing company information in public settings.

« Report any suspicious activity or potential breaches of our trade secrets to management
immediately.

Failure to comply with these guidelines may result in disciplinary action, up to and including
termination of employment.

Thank you for your attention to this important matter. Together, we can ensure the protection of
our invaluable trade secrets.

Sincerely,
[Your Name]

[Your Position]
[Your Company]



