
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: Procedure for Private Disclosures  

Dear [Recipient Name],  

I hope this letter finds you well. The purpose of this correspondence is 

to outline the procedure for handling private disclosures within our 

organization.  

1. **Definition of Private Disclosure**  

 - Clearly define what constitutes a private disclosure within the 

context of our operations.  

2. **Disclosure Request Process**  

 - Detail the steps for requesting a private disclosure, including any 

necessary forms or documentation required.  

3. **Review and Approval**  

 - Describe the process for reviewing and approving disclosure requests, 

including timelines and responsible parties.  

4. **Communication of Decision**  

 - Explain how decisions regarding disclosures will be communicated to 

the requestor, including expected timeframes.  

5. **Data Protection and Confidentiality**  

 - Specify measures in place to ensure the confidentiality and protection 

of sensitive information.  

6. **Record Keeping**  

 - Outline the procedures for documenting disclosures, including storage 

and access protocols.  

7. **Training and Awareness**  

 - Mention the training programs available to staff regarding private 

disclosures and data protection policies.  

Please ensure that all relevant parties within your team are informed of 

this procedure. Should you have any questions or require further 

clarification, do not hesitate to contact me directly.  

Thank you for your attention to this important matter.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


