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Incident Management & Communication 

Internal Communications Template 

(Internal – IT Staff Only) 
	Communications Contact:
	
	Release Date:
	

	

	Incident:
	

	

	Communication Frequency:
	· 1 Time Only     (  Initial Comm + Multiple Updates

	

	IT – Internal Audience:
(check all that apply)

Who needs the information?


	· IT – ALL Employees 
- - - - - - - - - - - - - - - - - - 

· CIO

· Directors 

· IT Managers

· IT Office Administration
· IT Operations Centers 

· Executive Support Team

· IT Student Workers (IT Center)

· Info Security

· Computer Sales/Store

· IT Finance & Admin

· Other


	Channels:
(check all that apply)

What’s the best way to reach them?

	· Email

· Web

· Phone/Conf. Bridge

· Mass Notification
· In Person/Meeting

· Other



	

	What information do they need?

	Key Facts:
	· Item 1

· Item 2

· Item 3
· Item 4
· Item 5
· Item 6


	

	Initial Communication Copy

	

	Version 1:


	

	Version 2: 


	

	Version 3:


	

	

	Special Instructions/Notes:
	

	

	Communication Channel
	Audience
	Assigned To
	Copy Version

	

	
	
	
	

	
	
	
	

	
	
	
	


	

	Updates

	

	Time 
	Date
	Message
	Channels
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