
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Subject: Request for Immediate Action on Confidentiality 

Breach 

Dear [Recipient Name], 

I am writing to formally request immediate action regarding a serious breach of confidentiality 

that has come to my attention. On [insert date of the breach], it was observed that confidential 

information pertaining to [specific details of the information] was improperly accessed/disclosed. 

This breach not only jeopardizes the privacy of the involved parties but also undermines the trust 

that our stakeholders place in your organization. Given the severity of this situation, I urge you to 

take the following actions: 

1. Conduct a thorough investigation into the breach. 

2. Implement immediate remedial measures to secure the sensitive information. 

3. Notify all affected individuals as required by applicable laws. 

4. Provide a detailed report on the findings and steps taken to prevent future breaches. 

I appreciate your prompt attention to this matter, and I trust that you will handle it with the 

seriousness it deserves. Please respond by [insert deadline], as it is critical that we address this 

issue as soon as possible. 

Thank you for your urgent attention to this serious matter. 



Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 


