
[Your Name] 
[Your Address] 
[City, State, Zip Code] 
[Email Address] 
[Phone Number] 
[Date] 
 
[Recipient's Name] 
[Recipient's Address] 
[City, State, Zip Code] 
 
Subject: Non-Disclosure Agreement 
 
Dear [Recipient's Name], 
 
This Non-Disclosure Agreement ("Agreement") is entered into as of [Date], by and between [Your 
Name], hereinafter referred to as the "Disclosing Party," and [Recipient's Name], hereinafter 
referred to as the "Receiving Party." 
 

1. Definition of Confidential Information:  
For the purposes of this Agreement, "Confidential Information" refers to any non-public 
information, including but not limited to trade secrets, business plans, financial information, 
customer lists, technical data, and other proprietary information, disclosed by the Disclosing 
Party to the Receiving Party. 

 
2. Obligations of the Receiving Party:  

The Receiving Party agrees to hold the Confidential Information in strict confidence and to 
take all reasonable precautions to prevent unauthorized disclosure or use of the Confidential 
Information. The Receiving Party shall not disclose, reproduce, or use the Confidential 
Information for any purpose other than the purpose for which it was disclosed, without the 
prior written consent of the Disclosing Party. 

 
3. Exceptions: 

The obligations of the Receiving Party under this Agreement do not apply to information 
that is (a) already known to the Receiving Party at the time of disclosure; (b) publicly 
available or becomes publicly available other than through a breach of this Agreement; or (c) 
independently developed by the Receiving Party without reference to the Confidential 
Information. 

 
4. Duration of Confidentiality Obligations: 

The Receiving Party's obligations under this Agreement shall continue for a period of [specify 
duration] years from the date of disclosure of the Confidential Information. 

 
5. Return or Destruction of Confidential Information: 

Upon the Disclosing Party's written request or the termination of discussions or business 
dealings between the parties, the Receiving Party shall promptly return or, at the Disclosing 
Party's option, destroy all copies of the Confidential Information. 

 
6. Governing Law: 

This Agreement shall be governed by and construed in accordance with the laws of 
[state/country]. 



 
7. Miscellaneous:  

This Agreement constitutes the entire understanding between the parties concerning the 
subject matter hereof and supersedes all prior and contemporaneous agreements, whether 
oral or written. Any modifications to this Agreement must be in writing and signed by both 
parties. 

 
IN WITNESS WHEREOF, the parties hereto have executed this Non-Disclosure Agreement as of the 
date first above written. 
 
[Your Name and Signature] 
[Date] 
 
[Recipient's Name and Signature] 
[Date] 
 
It's crucial to adapt the language and details of the agreement to your specific situation and seek 
legal advice to ensure that it complies with applicable laws and adequately protects your interests. 
 


