
Internal Memo 

To: All Employees 

From: [Your Name] 

Date: [Date] 

Subject: Management of Trade Secrets 

Dear Team, 

As part of our commitment to protecting our intellectual property and ensuring the integrity of 

our competitive advantage, we would like to remind everyone about the importance of managing 

our trade secrets effectively. 

Please adhere to the following guidelines: 

• Confidential Information: Treat all proprietary information as confidential. 

• Access Control: Limit access to trade secrets to authorized personnel only. 

• Secure Storage: Ensure that any physical and digital documents containing trade secrets 

are securely stored. 

• Non-disclosure Agreement: All employees must sign a non-disclosure agreement. 

• Incident Reporting: Report any potential breaches or disclosures of trade secrets 

immediately. 

By following these guidelines, we can safeguard our valuable trade secrets and continue to thrive 

in our industry. Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 


