
Apology Letter for IT Security Breach 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to formally address the recent security breach that occurred on [insert date of 

breach]. We understand that this incident has caused concern regarding the safety of your 

personal information and we sincerely apologize for any distress this may have caused. 

At [Company Name], we take the security of our clients' data very seriously. Please be assured 

that we are fully committed to maintaining the highest security standards to protect your 

information. Following this incident, we have taken immediate corrective actions, including: 

• Conducting a comprehensive review of our security protocols. 

• Implementing advanced security measures and encryption technologies. 

• Enhancing employee training regarding data protection practices. 

• Partnering with cybersecurity experts to monitor and safeguard our systems. 

We value your trust and are dedicated to providing you with a secure environment. For any 

inquiries or assistance, please do not hesitate to contact our support team at [insert contact 

information]. 

Thank you for your understanding during this difficult time. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Contact Information] 


