Incident Notification and Communication Template

1. Incident Details

Date & Time
Location
Type of Incident

Incident Description

2. Impact and Scope

Impacted Systems/Services
Severity Level

Impact Description

3. Actions Taken

Actions Taken / Mitigations

Current Status

4. Notification & Communication

Parties Notified

Communication Method



Additional Notes

5. Incident Log

Time Action / Update

Prepared By

Date

Responsible
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