
 

 

LETTER TO FORMER EMPLOYEE 
REGARDING USE OF CONFIDENTIAL INFORMATION 

 
[to be prepared on letterhead of company] 

 
 
[date of letter] 
 
[Name of employee] 
[address of employee] 
 
 
 
Dear Sir / Madam: 
 
 
It has come to our attention that you are contacting our customers with respect to 
____________________________________________ [set out the basis of the contact and information being offered 
to customers]. It is clear that you are using information about our customers and our business that you 
gained during your employment with [Name of Company], which use is in breach of your duty of 
confidentiality as set out in the Employment Agreement you signed on __________ [insert date], a copy of 
which is enclosed for your reference. 
 
[Name of Company] hereby makes demand upon you to immediately cease and desist from contacting 
any of our customers. We further demand that you provide us, by no later than __________ [insert date], 
with your written undertaking that you will make no further use of your knowledge of our customers 
and business.  
 
If you fail to comply with the foregoing demands, we will instruct our lawyers to immediately seek a 
court injunction to prevent you from soliciting our customers and to make a claim for damages against 
you. 
 
Govern yourself accordingly. 
 
[NAME OF COMPANY] 
 
 
 
_________________________________ 
[signature of authorized person] 
[Name, Office] 
Encl. (1) 
cc. [Name of Lawyers] 


