
Data Breach Notification 

Date: [Insert Date] 

Dear [Stakeholder's Name], 

We are writing to inform you about a data breach that may have affected your personal 

information. We take the security of your data seriously and are committed to providing you with 

the necessary information to address this situation. 

What Happened: 

On [Insert Date of Breach], we discovered unauthorized access to our systems, which resulted in 

the potential exposure of [describe the type of data, e.g., names, email addresses, etc.]. 

What Information Was Involved: 

The compromised data includes [list the specific data elements that were breached]. 

What We Are Doing: 

We have taken immediate steps to secure our systems and are working with [mention any 

relevant third-party experts or law enforcement agencies]. Additionally, we are reviewing our 

security protocols to prevent future breaches. 

Your Options: 

We recommend that you [provide any necessary actions stakeholders should take, such as 

monitoring their accounts, changing passwords, etc.]. 

Contact Us: 

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

Contact Information]. 

We sincerely apologize for any inconvenience this incident may cause and appreciate your 

understanding as we work to address this matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Company Name]  

[Contact Information] 


