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Confidentiality Reminder

_

[Doc ID] [Date] [Manager name], [Manager All staff
job title]

Subject: Confidentiality and data handling - [Policy name]

All staff at [Office location] are reminded of their confidentiality duties under [Policy name], especially [Policy
section]. Protect [Company name]’s confidential information at all times:

Share confidential information only with authorised persons. Share it with anyone not authorised to receive it.

Store it securely, out of sight of unauthorised persons. Leave it where it can be seen or accessed.

Report any suspected breach to [Manager name] without Remove it from [Office location] unless authorised under
delay. [Policy name].

Questions: [Manager name], [Manager job title].
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