
Data Breach Notification 

Date: [Insert Date] 

Dear [Client's Name], 

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

We take this situation very seriously and are committed to keeping you informed. 

On [date of breach], we discovered that unauthorized access was gained to our systems, which 

may have compromised your data. The types of information that may have been accessed 

include: 

• [Type of Data 1] 

• [Type of Data 2] 

• [Type of Data 3] 

We have taken immediate steps to secure our systems and prevent further unauthorized access, 

including [briefly outline measures taken]. 

We recommend that you take the following actions to protect your information: 

• [Action Item 1] 

• [Action Item 2] 

• [Action Item 3] 

We understand you may have questions or concerns about this breach. Please do not hesitate to 

reach out to us at [Contact Information]. 

Thank you for your understanding and patience as we navigate this situation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


