
Policy Breach Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Subject: Notification of Policy Breach 

Dear [Recipient's Name], 

We are writing to formally notify you of a breach of the [specific policy name] that occurred on 

[specific date]. This breach has been identified as a violation of our established protocols 

intended to ensure compliance and maintain the integrity of our operations. 

Details of the breach are as follows: 

• Date of Breach: [Insert Date] 

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

• Policy Violated: [Specify the policy] 

• Actions Taken: [Outline any immediate actions taken in response] 

We take this matter seriously and are currently investigating the circumstances surrounding this 

violation. As part of our commitment to uphold our policies, we request your cooperation in 

rectifying this issue. 

Please reach out to [Contact Person's Name] at [Contact Information] if you have any questions 

or would like to discuss this matter further. 

Thank you for your attention to this important issue. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


