
Letter of Contrition for Mishandling Private 

Data 

Date: [Insert Date] 

Dear [Recipient's Name], 

I am writing to express my sincerest apologies for the recent mishandling of private data that 

occurred on [specific date or time frame]. I deeply regret the violation of your trust and 

understand the seriousness of this situation. 

As a responsible organization, we are committed to ensuring the privacy and security of our 

clients' information. Unfortunately, an oversight occurred that led to [briefly explain the nature 

of the mishandling, e.g., unauthorized access, data breach, etc.]. Please rest assured that we are 

taking this matter very seriously. 

To address this issue, we have already initiated an internal investigation and are implementing 

stringent measures to prevent any recurrences in the future. We value your privacy and are 

dedicated to restoring your confidence in our commitment to protecting your data. 

We understand that this situation may have caused you distress, and for that, I am truly sorry. If 

you have any questions or require further information, please feel free to reach out directly to me 

at [your contact information]. 

Thank you for your understanding and patience as we work to rectify this situation. We 

appreciate your trust and support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


