
IT Security Incident Update 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Update on Recent IT Security Incident 

Dear [Recipient Name], 

I am writing to provide you with an update regarding the IT security incident that was detected 

on [insert date of incident]. As part of our commitment to transparency and security, we want to 

keep you informed of our actions and any necessary precautions. 

Incident Overview 

On [insert date], our security systems detected unauthorized access attempts to our network. The 

incident was contained promptly, and an investigation commenced immediately. 

Current Status 

As of [insert current date], our security teams have implemented the following measures: 

• Isolation of affected systems 

• Conducting a thorough forensic analysis 

• Enhancing monitoring and alert systems 

Next Steps 

We are committed to resolving this issue swiftly and are taking the necessary steps to prevent 

future incidents. We recommend that all employees and users adhere to the following guidelines: 

• Change passwords for all affected accounts 

• Be vigilant regarding suspicious emails or messages 

• Report any unusual activity to the IT department 

We will continue to keep you updated on our progress. If you have any questions or require 

further information, please do not hesitate to reach out. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Contact Information] 


