
Letter Template for Safeguarding Customer 

Information 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

Company: [Recipient Company] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We hope this message finds you well. At [Your Company Name], the privacy and security of our 

customers' information are our top priority. We are committed to ensuring that all customer data 

is handled with the utmost care and in compliance with applicable laws and regulations. 

This letter serves to inform you of our policies and practices regarding the management of 

customer information: 

• Data Collection: We collect only the information necessary to provide our services and 

improve user experience. 

• Data Use: Customer information is used exclusively for the purposes outlined in our 

privacy policy. 

• Data Security: We implement a variety of security measures to protect customer data 

from unauthorized access, alteration, or disclosure. 

• Data Sharing: Customer information is not shared with third parties without explicit 

consent, unless required by law. 

We continually review our practices to protect customer information and maintain trust. Should 

you have any questions or concerns regarding our data safeguarding measures, please do not 

hesitate to contact us at [Your Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 



[Your Contact Information] 


