Data Retention Policy Explanation

Date: [Insert Date]
Dear [Employee/Team Name],
We are writing to inform you about our organization's data retention policy and the importance

of adhering to it. As part of our commitment to protecting sensitive information, we have
established guidelines for the retention, storage, and disposal of data.

Purpose of Data Retention Policy
The primary goal of our data retention policy is to ensure that we manage information

responsibly, comply with legal obligations, and protect the rights of our customers and
employees.

Retention Periods

Data will be retained for the following durations:
o Employee Records: [X years]

e Financial Documents: [X years]
o Customer Data: [X years]

Data Disposal

Once the retention period has expired, the data will be securely disposed of in accordance with
our disposal procedures to prevent unauthorized access.

Your Responsibilities

We expect all employees to be aware of and comply with the data retention policy. Regular
training sessions will be conducted to ensure understanding and compliance.

If you have any questions or need further clarification regarding the policy, please do not hesitate
to contact [Contact Person/Department].

Thank you for your attention to this important matter.

Sincerely,



[Your Name]
[Your Position]
[Your Company]



