
Urgent Incident Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Urgent Incident Notification 

Dear [Recipient's Name], 

I am writing to inform you of an urgent incident that has occurred on [Insert Date and Time of 

Incident]. The incident involves [Brief Description of Incident]. 

We are currently assessing the situation and taking immediate action to address the issue. At this 

time, we recommend [Actions to be Taken, if applicable]. 

Please prioritize this matter and respond at your earliest convenience. Your cooperation is 

essential in ensuring a swift resolution. 

We will keep you updated as more information becomes available. 

Thank you for your prompt attention to this urgent matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


