Communication Call Log

Last revised On:  <<date>>
	Who to contact
	Notify? Yes/No
	Contacted By
	1st 

Contact At:
	2nd 

Contact At:
	3rd 

Contact At:
	4th 

Contact At:

	IT Center:  Provide key facts so centers can handle incoming calls consistently and triage accordingly.

	
IT Center 
	
	
	
	
	
	

	
Operations
	
	
	
	
	
	

	IT Incident Management: Provide key facts and begin IM team mobilization and communications.

	
IT Directors 
	
	
	
	
	
	

	
CIOs office 
	
	
	
	
	
	

	
Information Security Office 
	
	
	
	
	
	

	
Communications 
	
	
	
	
	
	

	
DR/BCP Co-ordinator
	
	
	
	
	
	

	Main IT Communication Channels: Provide high-level status of the event with updates as needed.

	
Website Updated 
	
	
	
	
	
	

	
IT Center Plasma Screen 
	
	
	
	
	
	

	
IT Organization
	
	
	
	
	
	

	
Phone Tree and/or Mass    Communication
	
	
	
	
	
	

	IT Office Admins: Provide key facts so this team can handle incoming calls consistently and provide departmental support as needed.

	
CIO’s Office
	
	
	
	
	
	

	
Finance/Admin/Comm Office
	
	
	
	
	
	

	
IT Dept Offices
	
	
	
	
	
	

	
Security Office
	
	
	
	
	
	

	External to IT: Provide high-level status of the event with updates as needed.

	
Mailing lists:
	
	
	
	
	
	

	
Mailing lists:  
	
	
	
	
	
	

	
President’s Office 
	
	
	
	
	
	

	
President of Faculty Senate
	
	
	
	
	
	

	
Provost’s Office 
	
	
	
	
	
	

	
All Campus Administrators
	
	
	
	
	
	

	
University Security Office 
	
	
	
	
	
	

	
University Facilities Office
	
	
	
	
	
	

	
University Human Resources 
	
	
	
	
	
	

	
University Legal 
	
	
	
	
	
	

	
Students
	
	
	
	
	
	

	
Faculty
	
	
	
	
	
	

	
University Staff Members
	
	
	
	
	
	

	
Website
	
	
	
	
	
	

	
University Newspaper
	
	
	
	
	
	


