
Confidentiality Breach Notification 

Date: [Insert Date] 

Dear [Stakeholder's Name], 

We are writing to inform you of a confidentiality breach that has occurred within our 

organization involving your information. We take the security of your personal and confidential 

data seriously and want to provide you with full transparency regarding this incident. 

On [Insert Date of Incident], we discovered that [briefly describe the nature of the breach, e.g., 

unauthorized access, data leak, etc.]. This incident may have resulted in [explain potential 

impact, e.g., exposure of personal data, etc.]. 

We have taken immediate steps to investigate the breach and implement measures to prevent 

future occurrences. Our investigation has revealed that [provide any relevant details that can help 

stakeholders understand the situation]. 

Your privacy is important to us, and we are committed to supporting you through this process. 

We encourage you to monitor your accounts and report any suspicious activity. Additionally, we 

recommend that you [provide any specific recommendations or actions stakeholders should 

take]. 

If you have any questions or need further information, please do not hesitate to reach out to us at 

[Insert Contact Information]. We appreciate your understanding and cooperation during this 

time. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information]  


