Incident status report & Meeting Agenda


	DATE & TIME OF MEETING:
	

	DEPARTMENT NAME:
	

	SUBMITTED BY:
	

	RULES OF CONDUCT:
	1) Announce your name and area represented when speaking.
2) Mute when not speaking.
3) Do not place your phone on hold.
4) State facts.  Keep your updates concise.
5) This Status Report needs to be produced in a timely manner and distributed as needed.


Roll Call
Incident Overview
	Description of Incident:
	

	Impacted Locations:
	

	Date & Time of Incident:
	

	Status of Employees:
	

	# Injured:
	

	# Unaccounted For:
	


STATUS OF BUSINESS UNIT
(if red or yellow status reported, ask what it will take to get into a green status)
	KEY SERVICES
	STATUS

Not Available (NA)
Partially Available (PA)
Available (A)

	
	

	
	

	
	

	
	


STATUS updates

	DESCRIPTION
	Person(s) Reporting

	
	

	
	

	
	

	
	

	
	


issues
	Description
	IMPACT

High (H),
Medium (M)

Low (L), None (N)
	Customer Impact 

 Yes / No
	Actions Needed for Follow-Up
	Person(s) Responsible
	Due Dates 
/ Times
	Active

/ Closed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


DECISIONS MADE
	Decision
	Reasoning
	Authorized By

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Communication
Which of the following need communication?

___ Executives

___ Managers / Supervisors

___ Employees

___ Customer Facing Departments
___ Media

___ Regulators

___ Customers
___ Vendors / Suppliers
Date & Time of Next Status Meeting
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