
Incident Reporting and Escalation 

Procedures 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Incident Report - [Incident Title] 

Incident Description 

[Provide a detailed description of the incident including what occurred, when it occurred, and 

any individuals involved.] 

Immediate Actions Taken 

[Detail any immediate actions taken to mitigate the incident.] 

Escalation Procedures 

The following steps have been taken to escalate this incident: 

• [Step 1: Describe the first escalation step] 

• [Step 2: Describe the second escalation step] 

• [Step 3: Describe the third escalation step] 

Future Preventive Measures 

[Propose any future measures that could prevent similar incidents from occurring.] 

Contact Information 

If there are any questions or further information required, please contact me at: 

Email: [Your Email] 

Phone: [Your Phone Number] 

Thank you for your attention to this matter. 



Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


