
Letter of Apology 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the recent data 

privacy breach that has affected you. We take the protection of your personal information very 

seriously, and it is with deep regret that we acknowledge this unfortunate incident. 

On [Insert Date of Breach], we discovered that unauthorized access to our database occurred, 

which may have compromised some of your personal data. We understand the trust you place in 

us to safeguard your information, and we are truly sorry for any distress this may have caused. 

We have taken immediate action to address this issue, including [briefly outline measures taken 

to rectify the situation, e.g., enhancing security protocols, notifying affected individuals, etc.]. 

Our commitment to protecting your information is our top priority, and we are working 

diligently to prevent such incidents in the future. 

Please feel free to reach out to our customer support at [insert contact information] if you have 

any questions or concerns regarding your data. We genuinely value your trust and assure you that 

we are dedicated to maintaining the privacy and security of your information. 

Once again, I apologize for any inconvenience this breach may have caused. Thank you for your 

understanding and support as we navigate this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


