
Important Data Breach Notification 

Dear [Recipient's Name], 

We are writing to inform you of a recent data breach that may have involved your personal 

information. We deeply regret any inconvenience this may cause and want to assure you that we 

are taking this situation very seriously. 

On [date of breach], we discovered that unauthorized individuals may have accessed our 

systems, which potentially exposed your [specific data types, e.g., name, email address, Social 

Security number]. We have taken immediate action to secure our systems and are conducting a 

thorough investigation to understand the extent of the breach. 

To protect your information, we recommend that you take the following steps: 

• Monitor your financial statements and accounts for any suspicious activity. 

• Consider placing a fraud alert on your credit report. 

• Review your credit reports regularly for any inaccuracies. 

• Change your passwords for online accounts and consider using two-factor authentication. 

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

[contact information]. We value your trust and are committed to protecting your information. 

Sincerely, 

[Your Name]  

[Your Title]  

[Company Name]  

[Company Address]  

[Phone Number]  

[Email Address] 


