
Data Breach Incident Overview 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you of a data breach incident that occurred on [Insert Date of Breach]. 

This incident has potentially affected your personal information, and we are committed to 

keeping you informed. 

Incident Overview 

On [Insert Date], we discovered that [brief description of how the breach occurred]. As a result, 

unauthorized access was gained to [describe the data compromised, e.g., names, email addresses, 

etc.]. 

Actions Taken 

Upon discovery of the breach, we immediately [describe the steps taken to mitigate the breach, 

e.g., contacted law enforcement, hired a cybersecurity firm, etc.]. We are continuing to monitor 

our systems to prevent future incidents. 

Recommendations 

To protect yourself, we recommend that you [provide specific advice, e.g., monitor your account 

statements, change passwords, etc.]. 

Support 

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 may have caused. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization] 


