
Client Confidentiality Responsibilities 

Outline 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Company/Your Name] 

Subject: Client Confidentiality Responsibilities 

Dear [Client's Name], 

We understand the importance of maintaining confidentiality regarding our client's information. 

This letter outlines our responsibilities and commitments to ensure your privacy and the 

protection of your sensitive data. 

1. Definition of Confidential Information 

Confidential information includes any data or information that is not publicly available and 

pertains to your business operations, strategies, and personal information. 

2. Measures for Confidentiality 

• Access to information is limited to authorized personnel only. 

• Data will be stored securely and backed up regularly. 

• Communication regarding your data will occur over secure channels. 

3. Responsibilities 

• We will not disclose any confidential information to third parties without your explicit 

consent. 

• Employees will undergo regular training on confidentiality practices. 

• Any breach of confidentiality will be reported to you immediately. 

4. Duration of Confidentiality 

These confidentiality obligations will remain in effect indefinitely, or until the confidential 

information becomes public through no fault of ours. 

If you have any questions or require further discussion on this matter, please feel free to reach 

out to us. 



Thank you for trusting us with your confidential information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


