
Data Breach Notification 

Date: [Insert Date] 

To: All Employees 

Dear Employees, 

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

breach may have resulted in unauthorized access to your personal data, including [specify types 

of data, e.g., names, addresses, social security numbers, etc.]. 

We take this matter seriously and are currently investigating the situation to understand the scope 

of the breach and to secure our systems. We are also cooperating with relevant authorities as 

required. 

As a precaution, we recommend that you [insert recommended actions, e.g., change passwords, 

monitor accounts for suspicious activity, etc.]. 

If you have any questions or require further assistance, please do not hesitate to contact [Insert 

Contact Information]. 

We apologize for any inconvenience this may cause and appreciate your understanding as we 

work through this issue. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


