
Data Breach Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you of a data breach that may have involved your personal data. We 

take your privacy seriously, and we want to ensure that you are aware of the situation and the 

steps we are taking to address it. 

Details of the Breach 

Date of the breach: [Insert Date] 

Description of the breach: [Provide details about the nature of the breach] 

Types of data affected: [List the types of personal data involved] 

Impact of the Breach 

We believe that the breach may affect your data in the following ways: [Explain potential 

impact] 

Actions We Are Taking 

We have implemented measures to secure your personal data and to prevent future breaches. 

Specifically, we are: [Describe actions taken to rectify the situation] 

Your Rights 

You have the right to request access to your personal data, request correction of any inaccurate 

data, and request the deletion of your data under certain circumstances. For further information, 

please refer to our data protection policy. 

Contact Information 

If you have any questions or concerns regarding this breach or your personal data, please contact 

us at [Insert Contact Information]. 

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

Sincerely, 

[Your Name] 



[Your Position] 

[Company Name] 

[Contact Information] 


