
Important Notification Regarding Data 

Privacy Breach 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you of a data privacy breach that occurred on [Insert Date of Breach]. 

We take data privacy very seriously and are committed to safeguarding your information. This 

letter outlines the nature of the breach, the potential impact, and the measures we are taking to 

protect your data moving forward. 

Nature of the Breach 

On [Insert Date], we identified unauthorized access to our systems, which may have included 

personal information such as [Insert Types of Data Involved: e.g., names, email addresses, etc.]. 

We take this matter very seriously and have acted quickly to investigate the situation. 

Potential Impact 

While we have taken steps to secure your information, there is a possibility that [explain 

potential impacts, e.g., identity theft, unauthorized transactions]. We advise you to be cautious 

and to monitor your accounts closely. 

Actions We Are Taking 

We have notified the appropriate authorities and are cooperating with their investigation. 

Additionally, we are implementing enhanced security measures to protect against future 

breaches. We recommend that you take actions such as [Insert recommended actions for 

recipients, e.g., changing passwords, monitoring accounts, etc.]. 

Support and Resources 

For further information and support, please contact our helpdesk at [Insert Contact Information] 

or visit our website at [Insert Website]. 

We sincerely apologize for any inconvenience this may cause and appreciate your understanding 

as we navigate this situation. Thank you for your trust in us. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Company] 


