
**[Your Organization's Name]**  

**[Your Organization's Address]**  

**[City, State, Zip Code]**  

**[Phone Number]**  

**[Email Address]**  

**[Date]**  

**[Recipient's Name]**  

**[Recipient's Address]**  

**[City, State, Zip Code]**  

Dear [Recipient's Name],  

Subject: Release of Information  

We are writing to inform you about the release of information pertaining 

to [specific subject or purpose of the information release].  

**Best Practices for Information Release:**  

1. **Clarity:** Ensure that the purpose and content of the information 

are clearly defined.  

2. **Confidentiality:** Verify that the information shared complies with 

privacy regulations and considers the confidentiality of affected 

individuals.  

3. **Accuracy:** Review the information to ensure it is accurate and up 

to date.  

4. **Consent:** Obtain written consent from individuals or parties 

involved before releasing any personal information.  

5. **Limit Access:** Only share information that is necessary and 

relevant to the intended recipients.  

6. **Record Keeping:** Maintain documentation of the information release 

process, including who authorized the release and when it occurred.  

7. **Follow-Up:** Consider following up with recipients to confirm 

receipt and address any questions they may have.  

We appreciate your attention to these best practices to ensure 

responsible information release. Should you have any questions or require 

further assistance, please feel free to contact us at [Phone Number] or 

[Email Address].  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization's Name] 


