
Important Announcement Regarding 

Confidentiality Breach 

Dear [Stakeholders/Team Members/Clients], 

We are writing to inform you of a recent incident that has occurred within our organization that 

involves a breach of confidentiality. On [date of incident], we discovered that [brief explanation 

of the breach, e.g., unauthorized access to sensitive information]. 

Please be assured that we are taking this matter very seriously and have implemented measures 

to address the situation. Our priority is to protect your information and maintain your trust. 

We have taken the following steps to manage this breach: 

• Investigation into the breach has been initiated. 

• Security protocols have been reviewed and strengthened. 

• Training sessions on data protection are being scheduled for all staff members. 

We apologize for any concern or inconvenience this may cause. If you have any questions or 

require further information, please do not hesitate to contact us at [contact information]. 

Thank you for your understanding and continued support. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


