
Letter of Information Security and Data 

Handling Practices 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Information Security and Data Handling Practices 

Dear [Recipient Name], 

We are committed to maintaining the highest standards of information security and data handling 

practices in our organization. This letter outlines our key practices to ensure the protection of 

sensitive data. 

1. Data Classification 

We classify our data based on sensitivity and impact, ensuring appropriate handling procedures 

for each category. 

2. Access Controls 

We implement strict access controls to limit data access to authorized personnel only. 

3. Encryption 

All sensitive data is encrypted both in transit and at rest to protect against unauthorized access. 

4. Regular Audits 

Regular audits and assessments are conducted to ensure compliance with our data handling 

policies. 

5. Employee Training 

All employees receive regular training on information security best practices and data protection 

policies. 



We take these measures seriously and continuously review and improve our security practices. 

Should you have any questions or require further information, please do not hesitate to contact 

me. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


