
Incident Response Roles and Responsibilities 

Date: [Insert Date] 

To: [Recipient's Name] 

Subject: Incident Response Team Roles and Responsibilities 

Dear [Recipient's Name], 

This letter outlines the roles and responsibilities of the incident response team during an incident 

handling process. Each member's contributions are critical in ensuring an efficient and effective 

response. 

1. Incident Response Manager 

Responsible for overseeing the entire incident response process, ensuring proper protocols are 

followed, and communicating with stakeholders. 

2. Incident Analysts 

Tasked with analyzing incidents, gathering evidence, and providing detailed reports on findings. 

Responsible for initial triage of security alerts. 

3. Forensic Specialists 

Handle the collection and analysis of forensic data, ensuring that evidence is preserved for 

potential legal action. 

4. IT Support Staff 

Provide technical support to implement containment measures and assist in resolving technical 

issues during an incident. 

5. Communication Officer 

Manages internal and external communications regarding the incident, ensuring that accurate 

information is shared with both staff and external parties. 

Each team member must understand their responsibilities and act swiftly to mitigate any 

potential damage during an incident. Regular training and updates will be provided to ensure 

everyone is prepared for any eventualities. 

Thank you for your attention to this important matter. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


