
Internal Call Recording Guidelines 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Sender's Name] 

Subject: Call Recording Guidelines 

Dear [Recipient's Name], 

In an effort to ensure compliance and maintain clarity during our internal communications, 

please find below the guidelines for recording calls within our organization: 

1. Notification: All parties must be informed at the beginning of the call that it is being 

recorded. 

2. Purpose: Clearly state the purpose of the recording and how it will be used. 

3. Data Security: Recorded calls must be stored securely and accessible only to authorized 

personnel. 

4. Compliance: Ensure recordings comply with applicable laws and company policies. 

5. Data Retention: Establish a policy for how long recorded calls will be retained. 

If you have any questions or need further clarification on these guidelines, please feel free to 

reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


