Data Breach Notification

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

We are writing to inform you about a data breach that has occurred involving your personal

information. We take your privacy seriously and want to provide you with information about the
breach, its potential impact, and the steps we are taking to protect your information.

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

began an investigation to determine the scope of the breach and the information that may have
been accessed.

What Information Was Involved

The personal information that may have been accessed includes [list specific types of
information, e.g., name, address, Social Security number, etc.].

What We Are Doing

We have taken the following steps to address this breach and protect your information:

o [Step1]
e [Step 2]
o [Step 3]

What You Can Do

We recommend that you take the following precautions to protect yourself:
e [Recommendation 1]

e [Recommendation 2]
e [Recommendation 3]

Contact Us



If you have any questions or need further assistance, please contact us at [Insert Contact
Information].

We sincerely apologize for any inconvenience this may cause and appreciate your understanding
as we work to resolve this matter.

Thank you for your attention.
Sincerely,

[Your Name]

[Your Position]

[Company Name]

[Company Address]

[Company Phone Number]



