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Incident Management & Communication 

External Communications Template 

(External – University Community and Press) 
	Communications Contact:
	
	Release Date:
	

	

	Incident:
	

	

	Communication Frequency:
	· 1 Time Only     (  Initial Communication + Additional Updates as Needed

	

	External Audience:
(check all that apply) 

Who needs the information?


	· Entire University Community

- - - - - - - - - - - - - - - - - - 

· All Faculty (All Schools)

· Staff

· All Students (All Schools)

· Student Workers (IT)

· Residential Assistants (RAs)

· University Administration

· Department Administrators
· Deans (All Schools)
· Provost
· President
· VP of Communications
· Telephone Directory Contacts
· Key University IT Contacts
· University Legal
· University Security Office
· University Facilities
· University Human Resources Dept.
· Local Press/TV and Print
· Other (Use this area for communications  to specific Colleges)


	Channels:
(check all that apply)

What’s the best way to reach them?

	· Email

· Web

· Phone

· University Newspaper
· IT Home Page

· Mass Notification
· Fax

· In Person – Visit various locations

· IT Centers Plasma Screens
· Flyers – post in relevant areas

· Other

Following Incident:

· University Newspaper
· Flyer/Postcard

· Follow-up Phone Call




	

	What information do they need?

	Key Facts:
	· Item 1

· Item 2

· Item 3
· Item 4
· Item 5

	

	Communication Copy

	

	Version 1:


	

	Version 2: 


	

	Version 3:


	

	

	Special Instructions/Notes:
	

	

	Communication Channel
	Audience

(External)
	Assigned To
	Copy Version

	

	
	
	
	

	
	
	
	

	

	Updates

	

	Time 
	Date
	Message
	Channel(s)

	
	
	
	

	
	
	
	


