
Confidential Transmission of Sensitive Data 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Transmission of Sensitive Data 

Dear [Recipient's Name], 

I am writing to inform you that I will be transmitting sensitive data related to [specific data 

description] on [insert date]. This data includes [brief description of the data content]. It is 

imperative that this information is handled with the utmost confidentiality and care. 

For security purposes, I will be using [describe the secure method of transmission, e.g., 

encrypted email, secure file transfer protocol, etc.]. Please ensure that the appropriate measures 

are in place on your end to maintain the confidentiality and security of this data once received. 

If you have any questions or require further clarification regarding this transmission, please do 

not hesitate to contact me directly at [your phone number] or [your email address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


