
[Your Name] 

[Your Job Title] 

[Your Email Address] 

[Your Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Job Title] 

[Company Name] 

[Company Address] 

Subject: Introduction: [Your Name] - Data Protection Legal Associate 

Dear [Recipient Name], 

I am writing to formally introduce myself as the new Data Protection Legal Associate at 

[Company Name]. I have recently joined the [Department Name] team and will be focusing on 

ensuring our organizational compliance with global data privacy regulations, including GDPR, 

CCPA, and [Other Relevant Laws]. 

My primary responsibilities include reviewing data processing agreements, conducting privacy 

impact assessments (DPIAs), and providing legal guidance on data collection and storage 

practices. I am committed to maintaining the highest standards of data integrity and supporting 

our commitment to user privacy. 

I look forward to collaborating with your department to streamline our privacy protocols. If you 

have any upcoming projects requiring a privacy review or if you would like to schedule a brief 

introductory meeting, please feel free to reach out to me directly. 

Thank you for your time, and I look forward to working with you. 

Best regards, 

[Your Signature] 

[Your Printed Name] 


