
Data Breach Notification 

Date: [Insert Date] 

Dear [Affected Individual's Name], 

We are writing to inform you about a data breach that has affected your personal information. 

We take your privacy seriously and want to provide you with important information regarding 

this incident. 

On [Insert Date of Breach], we discovered that [brief description of the breach]. As a result, your 

personal information, including [list the types of information affected, e.g., name, email address, 

social security number], may have been compromised. 

We have taken steps to investigate the breach and mitigate its impact. [Briefly describe the 

actions taken]. We are also enhancing our security measures to prevent future incidents. 

We recommend that you [insert recommended actions, e.g., monitor your accounts, change 

passwords, consider a credit monitoring service]. If you notice any suspicious activity, please 

report it immediately. 

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 cause and appreciate your understanding 

as we address this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Contact Information] 


