
Trade Secret Safeguarding Rules 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

As part of our ongoing commitment to protect our company's intellectual property, specifically 

our trade secrets, we have established the following safeguarding rules. It is crucial that all 

employees and contractors adhere to these guidelines to ensure the confidentiality and integrity 

of our sensitive information. 

Safeguarding Rules 

1. Access to trade secrets is restricted to authorized personnel only. 

2. All documents containing trade secrets must be labeled as confidential. 

3. Electronic documents must be protected with strong passwords and encryption. 

4. Do not discuss trade secrets outside of the company premises. 

5. In the event of a data breach, immediately notify your supervisor. 

Failure to comply with these rules may result in disciplinary action, up to and including 

termination of employment. Your cooperation in safeguarding our trade secrets is essential to the 

continued success of our organization. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


