Data Loss Incident Report Process

The data loss incident report process is critical for identifying, documenting, and addressing any data breaches or losses within an organization.
This process ensures timely response and mitigation to minimize impact and prevent future occurrences. Clear reporting protocols and
accountability are essential components for effective incident management.

Process Steps

Detection: Identify and confirm a potential data loss or breach.

Immediate Response: Contain the incident to prevent further data loss (e.g., disconnect affected systems).

Report: Notify the designated data protection or incident response team immediately using the official reporting form or platform
Investigation: Assess the scope and impact of the incident, including affected data, systems, and users.

Documentation: Record all details of the incident, including timeline, actions taken, and findings.

Mitigation: Implement corrective actions to address vulnerabilities and prevent recurrence.

Review & Debrief: Conduct a post-incident review to evaluate the response process and update policies as needed.
Notification: Notify affected stakeholders and regulatory bodies if required by law or company policy.

P NN RN =

Key Accountability

All employees must report suspected or confirmed incidents immediately.

The IT and security team are responsible for technical investigation and containment.
Managers must ensure team compliance with reporting protocols.

Leadership oversees communication and compliance with regulatory obligations.

Reporting Protocol

Use the official incident report form or email security(@company.com.
Include these details:

Date and time of incident
Description of the data loss event
Systems and data affected
Immediate actions taken

Contact information for follow-up

Contact Information

For questions about the data loss incident report process, contact the Security Office at security(@company.com or call (555) 123-4567.
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