
Assembling a
Confidentiality
Agreement
This playbook describes the process of drafting a

confidentiality agreement to protect sensitive

information and trade secrets. It outlines the key

components that should be included and the steps for

crafting and finalizing the agreement.

Step 1: Preparation 

Collect all necessary information about the parties involved, the

scope of the confidential information, and any specific conditions or

limitations. Determine the duration of the agreement and any

jurisdictional legal requirements.

Step 2: Drafting 

Begin drafting the agreement by outlining the definitions of

confidential information, obligations of the receiving party, and the

exclusions from confidentiality. Include clauses on duration,

jurisdiction, and any breach penalties.

Step 3: Review 

Carefully review the drafted agreement to ensure all necessary

clauses are included and that it meets legal standards for

enforceability. Pay special attention to the scope of the agreement to

ensure it's neither too broad nor too narrow.



Step 4: Editing 

Make any necessary changes to the draft, reworking sections for

clarity, accuracy, and legal precision. Ensure the language is clear

and all terms are defined, to prevent ambiguity.

Step 5: Finalization 

Have all parties involved review the final draft for approval. Once

consented, obtain signatures from authorized representatives of each

party. Store the signed document securely.

General Notes

Legal Consultation 

Consider seeking legal advice to ensure the agreement complies with

applicable laws and fully protects the applicable interests.

Regular Updates 

Regularly revisit and update the confidentiality agreement as

necessary to reflect changes in the relationship or legal standards.
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