
Private Information Protection Guidelines 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Private Information Protection Guidelines 

Dear [Recipient's Name], 

In our ongoing commitment to protect private information and ensure compliance with 

applicable regulations, we have established the following guidelines: 

1. Data Collection 

• Only collect information that is necessary for [purpose]. 

• Explicit consent must be obtained from individuals before collecting their data. 

2. Data Storage 

• All private information should be stored securely using encryption. 

• Access to sensitive data must be limited to authorized personnel only. 

3. Data Sharing 

• Private information should not be shared with third parties without consent. 

• Ensure that any third-party service providers comply with similar privacy standards. 

4. Data Retention and Deletion 

• Data should only be retained for as long as necessary to fulfill its purpose. 

• Implement a secure deletion process for data that is no longer needed. 

We appreciate your cooperation in adhering to these guidelines to ensure the protection of 

private information. If you have any questions or require further information, please do not 

hesitate to contact me. 

Best regards, 



[Your Name] 

[Your Title] 

[Your Contact Information] 


