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123 YOUR STREET
YOUR CITY, 
12345

[Date] 

Dear [recipient name], 

The intent of this letter is to remind you that at the outset of your engagement with [Company_name], (the “Company”), you signed an agreement relating to trade secrets and confidential information the terms of which survive beyond your engagement with the Company.

Under the terms of your agreement with the Company, you are required to keep all such information confidential and not to use it to the detriment of the Company, its subsidiaries and affiliates or relating to any other dealings or affairs of the Company. In particular, you may not use it for, or disclose it to, any new employer that is or may be a competitor of the Company. This information includes, but is not limited to:
· customer lists;
· customer proposals;
· contract terms;
· methods of operations;
· prices and pricing structures;
· marketing plans;
· software specifications and/code;
· financial information. 

[The Company will be vigilant in assessing whether your new employer is enjoying an unfair competitive advantage vis-a-vis its competitors and the Company, and whether the above-referenced information may have been responsible for bestowing any such advantage.]

Any unauthorised disclosure or use of the Company’s confidential information could lead to litigation against you and any new employer.

We also wish to remind you that if you possess any documents, correspondence, specifications, software or other property of the Company, you are required to return said items to the Company immediately.

We have confidence that you will conduct your affairs in the highest ethical fashion.
Sincerely,
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