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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Confidential and Proprietary Information Policy

The Company’s proprietary information and trade secrets are some of our most important assets.  It represents a tremendous investment in time, effort and money.  Protection of this information is vital to maintaining our competitive edge and to safeguarding our future and our jobs.  Its protection requires the active cooperation and participation of each of us.  Therefore, employees are not to duplicate or disclose information or documents relating to confidential or proprietary information to persons outside the Company unless such communication has been authorized.

Confidential and proprietary information and trade secrets includes:

· Technical information and know-how including, but not limited to information on all products, equipment, processes, services, systems, formulas, patterns, compilations, programs, devices, and techniques.
· Planning information including, but not limited to information on new products/services, release dates, or marketing and promotion campaigns.
· Financial data including, but not limited to information on costs, investments, sales, profits, forecasts.
· Marketing strategies including, but not limited to promotion, pricing and customer lists.
· Quality and improvement programs.

[bookmark: _GoBack]If employees are in doubt as to whether or not information is considered confidential, they should contact the Human Resources Department for further clarification. Employees should be aware that the unauthorized release of the Company’s proprietary or confidential information, trade secrets or property constitutes a violation of this policy and may be a violation of state or federal law.
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