
Urgent Breach of Confidentiality Alert 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally alert you of a significant breach of confidentiality that has recently come 

to our attention. This situation may pose serious risks to our organization and the individuals 

who have entrusted us with their sensitive information. 

Details of the Breach: 

• Date of Incident: [Insert Date] 

• Description of Breach: [Provide a brief description of the breach] 

• Data/Information Involved: [Specify the type of data involved] 

We take this incident very seriously and are currently investigating the matter to understand the 

full extent of the breach. We urge you to take immediate precautions to safeguard any 

information that may be compromised. 

We recommend the following actions: 

1. [Action 1] 

2. [Action 2] 

3. [Action 3] 

Please treat this matter with the utmost urgency and confidentiality. Our team will keep you 

updated as we gather more information. If you have any questions or require further assistance, 

do not hesitate to contact me directly at [Your Phone Number] or [Your Email Address]. 

Thank you for your prompt attention to this serious matter. 

Sincerely, 

[Your Name]  

[Your Title/Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  



[Your Phone Number]  

[Your Email Address] 


