
Incident Resolution Process Outline 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Incident Resolution Process Outline 

1. Incident Identification 

Describe how incidents will be identified, including reporting mechanisms. 

2. Incident Logging 

Outline the process for logging incidents in the incident management system. 

3. Incident Categorization 

Explain how incidents will be categorized based on urgency and impact. 

4. Incident Investigation 

Detail the investigation process including assignment of responsibilities. 

5. Incident Resolution 

Describe how solutions will be developed and implemented. 

6. Incident Closure 

Outline the closure process, documentation requirements, and feedback collection. 

7. Continuous Improvement 

Discuss how the organization will learn from incidents to improve processes. 

Thank you for your attention to this matter. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


