
Data Breach Notification 

Date: [Insert Date] 

Dear [Client's Name], 

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

information. We value your privacy and are taking this matter seriously. 

On [Insert Date of Incident], we identified unauthorized access to our systems, which could have 

resulted in the exposure of your data, including [list specific types of data affected, e.g., name, 

address, email, etc.]. 

We are currently investigating the matter and have taken steps to secure our systems. We 

recommend that you monitor your accounts closely and report any suspicious activity. 

Additionally, we advise you to change your passwords and implement two-factor authentication 

where possible. 

For further assistance or if you have questions, please contact us at [Insert Contact Information]. 

We sincerely apologize for any inconvenience this may have caused and appreciate your 

understanding as we work to resolve the issue. 

Thank you for your trust and support. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


