
Data Breach Notification Letter

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Subject: Notification of Data Breach Incident

Dear [Recipient's Name],

I am writing to inform you about a recent security incident that occurred involving the unauthorized

access to some of your personal information within our systems. Your privacy and security are of

utmost importance to us, and we deeply regret any inconvenience this incident may have caused

you.

On [Date], our cybersecurity team detected and responded to a data breach that affected a portion

of our database. This breach resulted in the potential exposure of some of your personal

information, including [list specific types of information that may have been compromised, such as

names, addresses, email addresses, phone numbers, account numbers, etc.].

Upon discovery, we took immediate action to contain the breach, secure our systems, and launch a

thorough investigation to assess the extent of the incident. We have engaged leading cybersecurity

experts to assist us in these efforts. Our priority is to ensure the safety and security of your

information and prevent such incidents from happening in the future.

At this time, there is no evidence to suggest that your compromised information has been misused.

However, as a precautionary measure, we recommend that you take the following steps:



1. Monitor your financial accounts and statements for any suspicious or unauthorized activity.

2. Change your passwords for our services, as well as any other accounts that may share the same

password.

3. Be cautious of any unsolicited communication or phishing attempts that may attempt to exploit

this incident.

4. Consider placing a fraud alert or security freeze on your credit reports to prevent unauthorized

access.

To assist you further, we are offering [details of any support or assistance you are providing, such as

credit monitoring services, dedicated customer support hotline, etc.].

We deeply apologize for any concern or inconvenience this incident may cause you. We are

committed to enhancing our security measures to prevent such incidents from happening in the

future.

If you have any questions or need further assistance, please do not hesitate to contact our

dedicated incident response team at [contact information].

Thank you for your understanding and continued trust. We appreciate your business and are

committed to safeguarding your information.

Sincerely,

[Your Name]

[Your Title]

[Company Name]


