
Confidential Information Exposure 

Notification 

Date: [Insert Date] 

To: [Recipient Name] 

Address: [Recipient Address] 

Subject: Notification of Confidential Information Exposure 

Dear [Recipient Name], 

We are writing to inform you of a recent incident that may have resulted in the exposure of your 

confidential information. On [insert date of incident], we discovered that [brief description of the 

incident, e.g., unauthorized access, data breach, etc.]. 

As a result, your information, including [specifically state what information was exposed, if 

known], may have been compromised. We take this matter very seriously and are taking 

immediate steps to investigate the incident and mitigate any potential harm. 

We are currently working with cybersecurity experts to conduct a thorough review and ensure 

that appropriate security measures are implemented to prevent future occurrences. 

In the meantime, we recommend that you take the following precautionary steps: 

• Monitor your accounts for any unusual activity. 

• Change your passwords and consider enabling two-factor authentication. 

• Report any suspicious activity to the relevant authorities. 

We understand the seriousness of this matter and sincerely apologize for any inconvenience this 

may cause. If you have any questions or need further assistance, please do not hesitate to contact 

us at [insert contact information]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 



[Your Contact Information] 


