
Incident Summary
Incident Number:  INC-2024-0007

Reported By:  Jane Smith

Date & Time of Incident:  2024-06-15, 14:30

Location:  Server Room A, HQ Building

Severity Level:  High

BRIEF DESCRIPTION
An unexpected server outage occurred, affecting access to the internal ERP system. Core business
processes were disrupted for approximately 45 minutes before partial restoration.

ACTIONS TAKEN

Incident reported to IT Support at 14:32.
Technical team initiated emergency response procedures.
Server rebooted and network diagnostics performed.
Partial service restored at 15:15; full restoration achieved by 15:25.

CURRENT STATUS
All systems operational; root cause analysis ongoing.

FOLLOW-UP / RECOMMENDATIONS

Complete detailed root cause analysis.
Review and update server monitoring protocols.
Plan training session for incident response improvement.

IMPORTANT NOTES

Be clear and factual; avoid assumptions or unverified information.

Document all relevant details promptly while memory is fresh.

Maintain confidentiality and adhere to company data protection policies.

Ensure that actions taken and recommendations are specific and actionable.

Review and validate information before finalizing the document.


	Incident Summary

