
[Your Company Name]  

[Your Company Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

**Subject: GDPR Privacy Notice**  

We are committed to protecting your personal data and your privacy 

rights. In accordance with the General Data Protection Regulation (GDPR), 

we are providing you with this privacy notice to inform you of how we 

collect, use, and safeguard your personal information.  

**1. Identity and Contact Details**  

- **Data Controller:** [Your Company Name]  

- **Contact Person:** [Name/Position]  

- **Contact Details:** [Email/Phone Number]  

**2. Purpose and Legal Basis for Processing**  

We collect your personal data for the following purposes:  

- [Purpose 1]  

- [Purpose 2]  

- [Legal Basis: Consent, Contractual necessity, etc.]  

**3. Categories of Personal Data**  

We may collect and process the following types of personal data:  

- [Data Category 1]  

- [Data Category 2]  

**4. Data Retention Period**  

Your personal data will be retained for the following period:  

- [Retention Period]  

**5. Your Rights**  

You have the following rights regarding your personal data:  

- The right to access  

- The right to rectification  

- The right to erasure  

- The right to restrict processing  

- The right to data portability  

- The right to object to processing  

**6. Data Sharing and Transfers**  

Your data may be shared with:  

- [Third Parties]  

- [International Transfers, if applicable]  

**7. Changes to this Privacy Notice**  

We may update this privacy notice from time to time. Any significant 

changes will be communicated to you via [methods of communication].  

If you have any questions or concerns regarding this privacy notice, 

please do not hesitate to contact us using the details provided above.  

Thank you for your attention to this important matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name] 


