
Security Breach Notification 

Date: [Insert Date] 

To Whom It May Concern, 

We are writing to inform you of a security breach that has occurred within our organization, 

[Company Name]. We prioritize the safety and security of our customers and partners, and we 

are committed to transparency regarding this incident. 

On [Insert Date of Breach], we identified unauthorized access to our systems that may have 

compromised sensitive information belonging to our customers. Although we have taken 

immediate action to secure our systems and prevent further unauthorized access, we believe it is 

our responsibility to notify you of this situation. 

The information potentially affected includes [briefly describe the type of information exposed, 

e.g., names, contact information, financial data]. We are tirelessly working with cybersecurity 

experts to investigate the breach and ascertain the full extent of the incident. 

We encourage our customers and partners to remain vigilant and to monitor their accounts for 

any unusual activity. Additionally, we recommend that everyone take proactive measures to 

protect their information, such as changing passwords and being cautious of unsolicited 

communications. 

Our team is committed to resolving this incident, and we will keep you updated on any 

significant developments. If you have any questions or need further information, please do not 

hesitate to contact us at [Insert Contact Information]. 

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

understanding as we navigate through this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


