BuddyBoard
BuddyBoard Incident Response Summary
Client-facing summary template. Finalize with the operating team before distribution.
	



Purpose
This summary is designed to explain at a high level how the BuddyBoard team would triage, investigate, communicate, and remediate incidents affecting service availability, data handling, or customer trust.
Recommended summary structure
	Stage
	Description

	Detection
	Identify reported issues through support, monitoring, or internal review.

	Triage
	Assess severity, scope, affected systems, and immediate containment needs.

	Response
	Coordinate engineering, operations, and leadership actions to stabilize the issue.

	Communication
	Notify the appropriate internal owners and, where applicable, impacted customers according to policy and contract requirements.

	Recovery
	Restore service, validate system stability, and document remediation steps.

	Review
	Capture lessons learned, preventive actions, and follow-up work.



Items to finalize before release
Severity definitions and response-time expectations
Customer communication triggers and approval paths
Escalation owners across engineering, support, leadership, and legal
Retention of incident records and post-incident reviews
Client Review Packet  |  




