[Company Logo]   [Company Name]
NOTICE OF BREACH OF CONFIDENTIALITY
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Classification:
	Strictly Confidential



To,
[Employee Name]
[Designation], [Department]
Employee ID: [Employee ID]
Subject: Alleged Breach of Confidentiality Obligations
Dear [Employee Name],
Under Clause [Clause Number] of your appointment letter dated [DD/MM/YYYY] and the Non-Disclosure Agreement signed by you on [DD/MM/YYYY], you are required to keep all confidential information of [Company Name] and its clients strictly confidential and use it only for official purposes.
It has come to the notice of the management, through [email monitoring / client complaint / IT audit] on [DD/MM/YYYY], that [factual description, e.g. on DD/MM/YYYY at 18:42 a file containing the client pricing list for FY ___ was sent from your official email ID to an external personal email address]. The information concerned is classified as [Confidential / Restricted] under the company's Information Classification Policy.
If established, this would be a breach of your contractual obligations and misconduct under Clause [Clause Number] of the company's [Standing Orders / Code of Conduct].
You are hereby required to:
1. Immediately stop any further use or sharing of the information.
1. Return all copies in any form and permanently delete them from personal devices, email and cloud storage by [DD/MM/YYYY], and sign the enclosed certificate of deletion.
1. Inform HR of any person with whom the information was shared.
1. Submit your written explanation within [Number] days of receipt of this notice.
Your explanation will be considered before any decision is taken. The company reserves all its rights under the agreement and applicable law.
Enclosure: Certificate of Return and Deletion

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Received by
[Employee Name]
Date: [Date]
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