
Data Breach Notification 

Date: [Insert Date] 

To: [Regulatory Authority Name] 

Address: [Regulatory Authority Address] 

Dear [Regulatory Authority Name], 

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

may have resulted in unauthorized access to personal data held by [Your Organization Name]. 

We take this incident very seriously and are committed to resolving the situation promptly. 

Nature of the Data Breach: 

• Date and time of the incident: [Insert Date and Time] 

• Description of the breach: [Brief Description] 

• Type of data involved: [List Data Types, e.g., names, email addresses, etc.] 

Immediate Actions Taken: 

• [Action Taken 1] 

• [Action Taken 2] 

• [Action Taken 3] 

We have also implemented additional security measures to prevent future breaches and are 

currently assessing any further risks. 

Notification to Affected Individuals: 

We will also notify the affected individuals about the breach and provide guidance on steps they 

can take to protect themselves. 

Should you require any further information or have any questions regarding this incident, please 

do not hesitate to contact us at [Your Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Organization Name] 

[Your Contact Information] 


