
Confidentiality Breach Notification 

Dear Team, 

We regret to inform you that a confidentiality breach has occurred within our organization on 

[Date]. This incident involved unauthorized access to sensitive information that may affect our 

internal processes and the trust of our stakeholders. 

The breach was identified on [Date of Discovery] and involved [brief description of the incident 

and data affected]. We are currently investigating the situation to determine the full scope of the 

breach and any potential implications. 

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

security measures to prevent future occurrences. We encourage all team members to remain 

vigilant and report any suspicious activity immediately. 

If you have any questions or concerns regarding this matter, please feel free to reach out to 

[Contact Person/Department] at [Email/Phone Number]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


