
Data Breach Notification 

Date: [Insert Date] 

Dear [Client's Name], 

We are writing to inform you of a recent data breach that may have affected your personal 

information. We take your privacy very seriously, and we want to provide you with important 

information regarding this incident. 

On [Date of Breach], we discovered that [brief description of the breach]. As a result, your 

personal information, including [specific data affected], may have been compromised. 

We have taken immediate steps to address the situation, including [measures taken to mitigate 

the breach]. We are also working with [any external authorities or organizations, if applicable] to 

thoroughly investigate the breach. 

In an effort to protect your information, we recommend that you [suggest actions for the clients, 

such as changing passwords, monitoring accounts, etc.]. 

Please rest assured that we value your trust and are committed to ensuring the security of your 

information. If you have any questions or need further assistance, feel free to contact us at 

[contact information]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


