
[Date] 

[Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Address]  

Subject: Post-Incident Mitigation Strategy - [Incident Reference Number/Name] 

Dear [Recipient Name], 

Following the recent incident involving [briefly name the incident] which occurred on [date], our 

team has completed a comprehensive root cause analysis. This letter outlines the formal 

mitigation strategy implemented to prevent a recurrence and to strengthen our operational 

resilience. 

1. Incident Summary 

On [date], [describe what happened briefly]. The immediate impact included [list primary 

impacts]. Emergency response protocols were activated at [time] and the situation was stabilized 

by [time]. 

2. Root Cause Analysis 

Our investigation identified the primary cause as [state the main cause]. Contributing factors 

included: 

- [Factor 1] 

- [Factor 2] 

3. Corrective Actions Taken 

The following immediate steps have been completed: 

- [Action 1] 

- [Action 2] 

4. Long-Term Mitigation Strategy 

To ensure long-term stability, we are implementing the following measures: 

- Process Improvement: [Describe changes to workflow or policy]. 

- Technical Enhancements: [Describe upgrades to systems or infrastructure]. 

- Training & Awareness: [Describe staff training schedules]. 

- Monitoring: [Describe new audit or monitoring frequencies]. 

5. Timeline and Responsibility 

Full implementation of these strategies is expected by [completion date]. [Department/Individual 

Name] will oversee the ongoing monitoring of these controls. 

We remain committed to maintaining high standards of safety and reliability. If you require 

further documentation regarding this strategy, please contact [contact name] at [phone/email]. 



Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title]  


