
Incident Response Protocol 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Incident Response Protocol Activation 

 

Dear [Insert Recipient Name], 

This letter serves as a formal notification regarding the activation of the Incident Response 

Protocol due to the occurrence of a significant incident on [Insert Incident Date]. The following 

steps will be taken to address the situation: 

1. Incident Identification: [Briefly describe the incident] 

2. Assessment: Our team will assess the impact and severity of the incident. 

3. Containment: Immediate actions will be implemented to contain the incident. 

4. Investigation: A thorough investigation will be launched to determine the cause. 

5. Communication: Regular updates will be provided to all stakeholders. 

6. Resolution: We will work to resolve the incident and restore normal operations. 

We take this situation seriously and are committed to transparency throughout the process. For 

any inquiries or updates, please feel free to reach out directly at [Insert Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Insert Your Name] 

[Insert Your Position] 

[Insert Your Organization] 


