
Cybersecurity Incident Response Notification 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

Organization: [Recipient Organization] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We are writing to inform you of a recent cybersecurity incident that may have implications for 

our regulatory compliance obligations. On [Insert incident date], our security team detected 

suspicious activity that has been confirmed as a potential breach involving [brief description of 

the affected systems/data]. 

We have initiated an incident response plan to contain and remediate the incident, while also 

conducting a thorough investigation to determine the extent of the impact. We are committed to 

ensuring compliance with all applicable regulations, including [mention relevant regulations, 

e.g., GDPR, HIPAA, etc.]. 

Incident Overview 

• Date and Time of the Incident: [Insert Date/Time] 

• Description of the Incident: [Brief description] 

• Data Involved: [Details of affected data, if applicable] 

• Actions Taken: [Summary of immediate actions taken] 

Next Steps 

We will keep you updated on the findings of our investigation and any necessary actions that 

may need to be taken. We recommend reviewing your own security protocols to ensure 

alignment with best practices. 

If you have any questions or require additional information, please do not hesitate to reach out to 

me directly at [Your Contact Information]. 

Thank you for your understanding and cooperation as we address this situation. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


