Data Security Incident Overview

Date: [Insert Date]
To: [Insert Recipient's Name]
From: [Insert Your Name]

Subject: Overview of Data Security Incident

Incident Summary

On [insert date of the incident], we detected a potential data security incident involving [brief
description of the incident]. This letter serves to provide you with an overview of the situation.

Incident Details

Date and Time of Incident: [Insert date and time]
Location: [Insert location]

Type of Data Involved: [Describe the data types involved]
Number of Records Affected: [Insert number]

Actions Taken

Upon discovery of the incident, immediate actions were taken, including:

e [Action 1]
« [Action 2]
e [Action 3]
Next Steps

We are currently conducting a thorough investigation and will implement additional security
measures to prevent future incidents. Updates will be provided as more information becomes
available.

Contact Information

If you have any questions or need further information, please contact me at [insert contact
information].

Thank you for your understanding.



Sincerely,

[Your Name]
[Your Title]
[Your Company]



