
Personal Data Breach Notification 

Date: [Date] 

To: [Recipient's Name] 

From: [Your Company Name] 

Subject: Notification of Personal Data Breach 

Dear [Recipient's Name], 

We are writing to inform you of a personal data breach that has occurred involving your personal 

information. We deeply regret to inform you that your data may have been compromised. 

Details of the Breach: 

• Date of the Breach: [Date of Breach] 

• Description of the Breach: [Brief description of the breach] 

• Types of Personal Data Involved: [List of data types affected] 

We have taken the following steps to mitigate the impact of this breach: 

• [Steps taken to investigate the breach] 

• [Steps taken to secure personal data] 

• [Measures taken to prevent future breaches] 

Please take the following steps to protect your information: 

• [Recommended actions for recipients] 

• [Resources for further assistance] 

If you have any further questions, please do not hesitate to contact us at [Contact Information]. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


