
Data Breach Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you about a data breach that occurred on [insert date of breach]. Our 

security assessment team discovered unauthorized access to our systems, potentially exposing 

sensitive information. 

Details of the breach are as follows: 

• Date of Incident: [insert date] 

• Type of Data Compromised: [insert types of data] 

• Action Taken: [insert response measures] 

We understand the potential impact of this incident and are taking it very seriously. Our team is 

currently conducting a thorough investigation and has implemented measures to prevent future 

breaches. 

Please feel free to reach out if you have any questions or require further information. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


