
Report on Personal Information Exposure 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Report Concerning Personal Information Exposure 

Dear [Recipient's Name], 

I am writing to formally report an incident concerning the exposure of personal information 

associated with [Specify the nature of the information, e.g., customers, employees, etc.]. This 

incident occurred on [Insert date of exposure], and it has raised significant concerns regarding 

data privacy and security. 

Incident Overview 

On [Insert date], it was discovered that [provide a brief description of the incident, including how 

the exposure occurred, what information was affected, and any parties involved]. 

Investigation Details 

Our investigation has revealed the following: 

• [Detail 1: What was exposed, affected systems, etc.] 

• [Detail 2: How it was discovered, and by whom] 

• [Detail 3: Any immediate actions taken] 

Impact Assessment 

We believe that this exposure may affect [Describe potential impacts on individuals or the 

organization, such as identity theft, financial loss, etc.]. 

Recommended Actions 

To mitigate the effects of this incident, we recommend the following actions: 

• [Action 1: Immediate remediation steps] 

• [Action 2: Long-term security enhancements] 

• [Action 3: Notification to affected individuals, if necessary] 



Please feel free to reach out if you require further information or assistance with this matter. 

Thank you for your attention to this critical issue. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


