Incident Reporting Template

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: IT Regulatory Compliance Incident Report

Incident Details
e Incident Date: [Insert Incident Date]

e Incident Time: [Insert Time]
e Incident Location: [Insert Location]

Description of Incident

[Provide a detailed description of the incident, including how it occurred, what systems or data
were affected, and any potential regulatory implications.]

Actions Taken

[Describe the immediate actions taken in response to the incident, including any mitigation
efforts and communication with affected parties.]

Next Steps

[Outline the proposed next steps for investigation, remediation activities, and any regulatory
reporting, if applicable.]

Contact Information

If you require further information, please contact:
e Name: [Your Name]
e Phone: [Your Phone Number]
e Email: [Your Email Address]

Thank you for your attention to this matter.

Sincerely,



[Your Name]
[Your Position]

[Your Company]



