
Data Breach Notification 

Date: [Insert Date] 

Dear [Stakeholder's Name], 

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

organization. It is important to us that you are kept informed and understand the actions we are 

taking in response to this incident. 

Incident Overview: 

On [Insert Date of Incident], we discovered that unauthorized individuals gained access to our 

systems, potentially compromising personal and sensitive information of our stakeholders. We 

are currently conducting a thorough investigation to determine the extent of the breach. 

Information Involved: 

The data that may have been affected includes [Specify types of data, e.g., names, email 

addresses, financial information, etc.]. 

Actions Taken: 

Upon discovering the breach, we took immediate steps to secure our systems and prevent further 

unauthorized access. We have engaged cybersecurity professionals to assist us in investigating 

the incident and evaluating the impact. 

Next Steps: 

We recommend that you take the following precautions: 

• Monitor your accounts for any suspicious activity. 

• Change your passwords and consider implementing two-factor authentication. 

• Stay alert for phishing attempts related to this incident. 

Contact Information: 

If you have any questions or need further information, please do not hesitate to contact us at 

[Insert Contact Information]. We are committed to keeping you informed as we continue to 

address this matter. 

Thank you for your understanding and support during this time. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


