
Notification of Data Privacy Breach 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Organization Name] 

Dear [Recipient Name], 

We are writing to inform you about a recent data privacy breach that has occurred within our 

organization. On [insert date of breach], we discovered that [briefly describe the nature of the 

breach, e.g., unauthorized access to your personal data]. 

We take this matter very seriously and have conducted a thorough investigation to determine the 

scope and impact of the breach. Our findings indicate that [explain any specific information that 

was compromised, if known]. 

Action Plan 

In response to this breach, we have implemented the following action plan: 

• Immediate containment of the breach by [describe actions taken, e.g., securing systems, 

changing access controls]. 

• Investigation of the incident by [mention any external entities involved, if applicable]. 

• Notification to affected individuals, including guidance on how to protect their 

information. 

• Review and enhancement of our data security protocols to prevent future incidents. 

• Training for employees on data privacy and security best practices. 

We sincerely apologize for any inconvenience this may cause you. Your trust is important to us, 

and we are committed to safeguarding your personal information. If you have any questions or 

require further assistance, please do not hesitate to contact us at [insert contact information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Organization Name] 

[Your Contact Information] 


