
Personal Information Usage Policy 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are committed to protecting your personal information and ensuring that it is used 

responsibly. This letter outlines our policy regarding the personal information we collect, how 

we use it, and your rights regarding this information. 

1. Information We Collect 

We may collect personal information including, but not limited to: 

• Name 

• Email Address 

• Phone Number 

• Address 

2. How We Use Your Information 

Your information may be used for the following purposes: 

• To provide and improve our services 

• To communicate with you 

• To comply with legal obligations 

3. Your Rights 

You have the right to: 

• Access your personal information 

• Request correction of your information 

• Request deletion of your information 

4. Contact Us 

If you have any questions about this policy or your personal information, please contact us at: 

Email: [Your Email Address] 

Phone: [Your Phone Number] 



Thank you for trusting us with your personal information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


