
Incident Response Action Plan 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name/Position] 

Subject: Cybersecurity Incident Response Action Plan 

Dear [Recipient Name], 

This letter outlines the action plan to address the recent cybersecurity incident identified on 

[insert date of incident]. Our objective is to ensure a thorough response to mitigate risks, recover 

systems, and prevent future occurrences. 

Incident Description 

On [insert incident discovery date], we identified that [details of the incident, e.g., a security 

breach, malware attack]. The affected systems include [list systems, applications, etc.]. 

Immediate Response Actions 

• Containment of the incident by isolating affected systems. 

• Assessment of the extent of the breach. 

• Notification of relevant stakeholders. 

Investigation and Analysis 

We will conduct a thorough investigation into how the incident occurred, including analyzing 

logs and performing forensic analysis on compromised systems. 

Recovery Steps 

• Implementation of patches and updates on affected systems. 

• Restoration of data from backups. 

• Validation of system integrity before bringing systems back online. 

Preventive Measures 

To prevent future incidents, we will enhance security protocols, provide additional staff training, 

and review our incident response plan. 

Conclusion 



We are committed to resolving this incident efficiently and will keep all stakeholders updated 

throughout the process. Please feel free to reach out with any questions or concerns. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


