
Data Breach Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you about a recent data breach that may have involved your personal 

information. Our commitment to protecting your data is paramount, and we want to provide you 

with detailed information regarding this incident. 

What Happened: 

On [Insert Date of Incident], we discovered that [brief description of the breach incident]. We 

took immediate action to secure our systems and started an investigation to understand the scope 

of the breach. 

Information Involved: 

At this time, we believe the compromised information may include [list types of data affected, 

e.g., name, email address, Social Security Number]. We are working to determine the full extent 

of the breach. 

What We Are Doing: 

We have engaged cybersecurity experts to assist us in our investigation and to prevent future 

occurrences. Additionally, we have notified the relevant authorities and are following all 

applicable laws and regulations regarding this matter. 

Your Rights: 

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

[list recommended actions, e.g., monitoring your accounts, placing a fraud alert]. 

If you have any questions or need further assistance, please do not hesitate to contact us at [Insert 

Contact Information]. 

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

in this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


