
Date: [Insert Date] 

To: [Recipient Name/Department] 

From: [Your Name/Security Team] 

Subject: Urgent: Cybersecurity Vulnerability Detection and Remediation Requirements 

Dear [Recipient Name], 

This letter is to formally notify you of a identified cybersecurity vulnerability within our 

environment that requires immediate attention. Our security monitoring systems have detected a 

weakness that could potentially lead to unauthorized access or data compromise if left 

unaddressed. 

Vulnerability Details: 

• Vulnerability ID: [e.g., CVE-2023-XXXXX] 

• Affected System/Application: [Insert Name/IP Address] 

• Severity Level: [Critical/High/Medium/Low] 

• Description: [Briefly describe the flaw and the potential impact]. 

Required Remediation Actions: 

To mitigate this risk, the following steps must be completed by [Insert Deadline Date/Time]: 

1. [Step 1: e.g., Apply Security Patch v.2.1] 

2. [Step 2: e.g., Disable specific port/service] 

3. [Step 3: e.g., Update administrative credentials] 

Reporting and Verification: 

Once the remediation steps have been applied, please confirm completion by replying to this 

email or updating the ticket at [Insert Link]. Our team will perform a follow-up scan on [Insert 

Date] to verify that the vulnerability has been successfully resolved. 

Failure to remediate this vulnerability within the specified timeframe may result in [Insert 

Consequence, e.g., temporary network isolation of the affected asset]. 

If you require technical assistance or have questions regarding these instructions, please contact 

the Security Operations Center at [Insert Phone Number/Email]. 

Thank you for your immediate cooperation in securing our infrastructure. 

Best regards, 



[Your Signature] 

[Your Title] 

[Organization Name] 


