
DATE: [Insert Date] 

TO: [All Employees / Specific Department] 

FROM: [Name/Title of Executive or Manager] 

SUBJECT: DIRECTIVE: Enhanced Client Data Confidentiality and Ethical Standards 

Dear Team, 

This letter serves as a formal directive regarding our organization's commitment to the highest 

ethical standards concerning client data confidentiality. To ensure the protection of sensitive 

information and maintain client trust, the following protocols are effective immediately: 

• Strict Access Control: Access to client data is restricted to authorized personnel only. 

Credentials must never be shared. 

• Encryption Requirements: All digital files containing client information must be 

encrypted during transmission and while at rest. 

• Prohibited External Storage: The use of personal USB drives, unauthorized cloud 

storage, or personal email accounts for client data is strictly forbidden. 

• Confidentiality of Discussions: Client matters must not be discussed in public areas or 

with unauthorized third parties. 

• Reporting Obligations: Any suspected breach or unauthorized access must be reported 

to the Compliance Officer within [Number] hours. 

Adherence to these guidelines is a mandatory condition of employment. Failure to comply with 

these ethical standards may result in disciplinary action, up to and including termination. 

Please sign and return the attached acknowledgement form by [Insert Date]. 

Sincerely, 

[Signature] 

[Printed Name] 

[Title] 


