
Incident Response Procedure 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Incident Response Procedure Details 

Overview 

This letter outlines the standardized procedures to be followed in the event of an incident 

affecting our organization. 

Incident Identification 

1. Determine the type and source of the incident. 

2. Document all relevant details such as time, date, and individuals involved. 

Assessment 

1. Assess the impact and urgency of the incident. 

2. Prioritize the incident based on severity. 

Containment 

1. Initiate containment measures to prevent further damage. 

2. Isolate affected systems if necessary. 

Eradication 

1. Identify the root cause of the incident. 

2. Remove any threats from the environment. 

Recovery 

1. Restore systems to normal operation. 



2. Monitor for any signs of weaknesses or reoccurrence. 

Lessons Learned 

1. Conduct a post-incident review. 

2. Update incident response plans based on findings. 

Contact Information 

If you have any questions or require further information, please contact me at [Insert Your 

Contact Information]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


