
Incident Management Procedure Notification 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Notification of Incident Management Procedures 

Dear [Recipient Name], 

We are writing to inform you about the incident management procedures that will be 

implemented in response to the recent incident that occurred on [Insert Date of Incident]. In 

order to ensure a prompt and effective resolution, we have established a set of guidelines that 

will be followed by the incident management team. 

Incident Management Procedures 

1. Identification: Clearly define the nature of the incident and document all relevant 

details. 

2. Assessment: Evaluate the severity and impact of the incident on operations. 

3. Response: Activate the incident response team and initiate response actions as necessary. 

4. Communication: Inform all stakeholders of the incident, updates, and resolution 

timeframe. 

5. Resolution: Implement corrective actions and document the resolution process. 

6. Review: Conduct a post-incident review to identify lessons learned and improve future 

response efforts. 

For any questions or further information regarding these procedures, please do not hesitate to 

contact me directly. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Contact Information] 


