
Incident Response Stakeholder Briefing 

Date: [Insert Date] 

To: [Insert Recipient Name(s)] 

From: [Insert Your Name / Department] 

Subject: Incident Response Briefing - [Insert Incident Name/Type] 

Overview 

We are writing to inform you about a recent incident that has occurred within our organization 

on [Insert Date of Incident]. This briefing aims to provide you with an overview of the situation, 

our response actions to date, and the implications for stakeholders. 

Incident Details 

Description: [Briefly describe the incident] 

Impact: [Explain the impact on the organization, systems, or data] 

Detection: [How the incident was detected] 

Response Actions Taken 

• [Action 1] 

• [Action 2] 

• [Action 3] 

Next Steps 

We are currently working on the following steps to address the incident: 

• [Next Step 1] 

• [Next Step 2] 

• [Next Step 3] 

Impact on Stakeholders 

We understand this incident may have implications for stakeholders including: 

• [Stakeholder Group 1] 



• [Stakeholder Group 2] 

• [Stakeholder Group 3] 

Contact Information 

If you have any questions or need further information, please contact: 

[Your Name] 

[Your Position] 

[Contact Information] 

Thank you for your attention to this matter. We will keep you updated as the situation 

progresses. 

Sincerely, 

[Your Name] 

[Your Position] 


