
Data Breach Notification 

Date: [Insert Date] 

To: [Legal Counsel's Name] 

From: [Your Name] 

Subject: Data Breach Notification and Explanation 

Dear [Legal Counsel's Name], 

I am writing to inform you of a data breach that occurred on [Insert Date of Breach]. This 

incident has affected [Number] of our customers, and we are taking immediate steps to mitigate 

the situation. 

Incident Overview 

On [date], our security team detected unauthorized access to our systems. The compromised data 

may include personal information such as names, email addresses, and possibly financial details. 

Impact Assessment 

We believe that [Insert details regarding the extent of the breach, types of data affected, etc.]. 

Steps are being taken to assess the full impact on our clients and operations. 

Response Actions 

Our response measures include: 

• Immediate containment of the breach 

• Notification of affected parties 

• Investigation by cybersecurity experts 

• Implementation of enhanced security protocols 

Next Steps 

We request your guidance on the legal obligations for reporting this breach to authorities and 

affected individuals. Your expertise in managing this incident is invaluable. 

Thank you for your attention to this urgent matter. I look forward to your prompt response. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


