Data Protection Notification of a Data Breach

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

Dear [Recipient's Name],

We are writing to inform you of a recent data breach that may have involved your personal
information. We take your privacy seriously and are committed to protecting your data.

On [Date of Breach], we discovered that [describe the nature of the breach and the personal
information involved]. We believe that [explain how the breach occurred, e.g., unauthorized
access, hacking, etc.].

As a result of this incident, the following types of personal information may have been
compromised:

e [Type of data, e.g., name]
e [Type of data, e.g., email address]
e [Type of data, e.g., social security number]

We have taken immediate steps to investigate the incident and to mitigate any potential harm.
These actions include [describe any actions taken, like security improvements, notifying law
enforcement, etc.].

We recommend that you take the following precautions to protect your personal information:
« Monitor your financial accounts for any unauthorized activity.
o Consider placing a fraud alert on your credit report.

o Ultilize identity theft protection services if available.

If you have any questions or require further information, please do not hesitate to contact us at
[contact information]. We are here to help you.

We apologize for any inconvenience this may cause and appreciate your understanding as we
work through this matter.



Sincerely,
[Your Name]
[Your Position]

[Your Company Name]



