
Incident Response Plan Overview 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name/Your Title] 

Dear [Recipient Name], 

This letter serves as an overview of our Incident Response Plan (IRP) designed to effectively 

address and mitigate incidents that may affect our organization's operations and data integrity. 

Purpose 

The purpose of the IRP is to outline the procedures to manage and respond to incidents 

systematically and efficiently. 

Scope 

This plan covers all types of incidents, including but not limited to, data breaches, cyberattacks, 

and physical security breaches. 

Incident Response Phases 

• Preparation: Training staff and establishing tools. 

• Identification: Detecting and reporting incidents. 

• Containment: Limiting the scope and impact of the incident. 

• Eradication: Removing the cause of the incident. 

• Recovery: Restoring and validating system functionality. 

• Lessons Learned: Analyzing the incident and improving future responses. 

Responsibilities 

The Incident Response Team (IRT) will be responsible for overseeing the execution of the IRP 

and ensuring that all personnel are informed of their roles and responsibilities. 

Conclusion 

Effective incident response is crucial for the continuity of our business. We encourage all 

employees to familiarize themselves with the plan and participate in ongoing training sessions. 



Should you have any questions or require additional information, please do not hesitate to 

contact me directly. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


