
Notification of Confidentiality Breach 

Date: [Insert Date] 

Dear [Stakeholder's Name], 

We are writing to inform you of a recent incident involving a breach of confidentiality that may 

have affected your personal information. We take this matter very seriously and are committed to 

protecting your privacy. 

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

some of your confidential information may have been exposed, including [list specific types of 

information exposed, if applicable]. 

We have taken immediate steps to investigate the situation and mitigate any potential harm. We 

have implemented [list any measures taken], and we are cooperating with relevant authorities to 

address this issue. 

Please be assured that we are committed to safeguarding your personal information and 

preventing future breaches. We recommend that you [provide any recommended actions for the 

stakeholder, such as monitoring accounts]. 

If you have any questions or need further assistance, please do not hesitate to contact us at [Insert 

Contact Information]. 

Thank you for your understanding and support during this time. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


