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Incident Report Template
Free template from helpdocs.io/templates/incident-report/
1. Incident title and ID
Give it a short, specific title that spells out the symptom, like "Checkout failing for EU customers", and pair it with a unique ID. Also note the severity level and where things stand right now: investigating, mitigated, resolved, or closed.
2. Summary
Keep it to two or three sentences: what went down, how long it dragged on, and who got caught up in it. You're writing for folks outside the team, so they need the whole story in thirty seconds.
3. Impact
Be specific about what the impact actually was.
1. Who got affected: the customers, regions, internal teams, or on-site folks who felt it
1. What got affected: the services, features, data, equipment, or locations that took a hit
1. How bad it got: a full outage, slower performance, exposed data, injuries, or damage
1. How long it lasted: when the impact began and when it wrapped up
4. Detection
Describe how you first learned about the problem, whether that came from an alert firing, a customer reporting in, a teammate catching it, or a routine check. Also record how long the incident went on before anyone realized it was happening.
5. Timeline
List what happened and what the team did, with timestamps, in chronological order. Pick a single time zone for the whole log and name it.
	Time
	Event or action
	Who

	
	Incident began
	

	
	Incident detected
	

	
	Mitigation applied
	

	
	Incident resolved
	


6. Response
Share how the team contained and resolved the incident, covering any workarounds, rollbacks, or messages you sent to customers or staff. If you followed a runbook or plan, link to it.
7. Root cause
Dig below the surface trigger to uncover what really set the incident off. Keep drilling into "why" until you hit something you can really fix. Also flag anything that fed into the problem, like missing alerts or fuzzy ownership.
8. What went well and what did not
Keep this list short and free of blame. Note what helped the response along and what held things up. Keep your eyes on systems and processes, not on specific people.
9. Follow-up actions
All the fixes you'll commit to so this doesn't happen again, or so the impact stays smaller if it does. Give every one an owner and a due date.
	Action
	Owner
	Due date
	Status

	
	
	
	Open


10. Sign-off and history
Here you'll find the reviewers and approvers, the date the report was closed, and any updates made after that.
	Version
	Date
	Author
	Change

	1.0
	
	
	Initial report
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