Data Breach Notification

Date: [Insert Date]
Dear [Recipient's Name],
We are writing to inform you that we experienced a personal data breach that may have affected
your personal information. On [insert date of breach], we identified unauthorized access to our
systems that contain your data.
The following information may have been compromised:

« Name

o Email Address

e« Phone Number

We take the protection of your personal data seriously and have taken the following steps to
mitigate the impact:

e Investigating the incident
« Implementing enhanced security measures
o Notifying relevant authorities

We encourage you to take precautionary measures to protect your information, such as
monitoring your accounts and changing your passwords.

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

We apologize for any distress this may cause and appreciate your understanding.
Sincerely,

[Your Name]

[Your Position]

[Company Name]

[Company Contact Information]



