Crisis Report Template
Use this template to document, coordinate, and close out a crisis or emergency response. Replace bracketed prompts with your details; delete guidance text once complete.
Document Control
	Report Title
	[e.g., Project [Name] Crisis Report]

	Crisis / Incident Name
	[Short name for the triggering event]

	Prepared By
	[Name, role]

	Date of Report
	[Date]

	Reporting Period / Incident Dates
	[Start date – resolution date]

	Distribution / Audience
	[Who receives this report, e.g., senior leadership, sponsors]

	Classification
	[e.g., Internal, Confidential]

	Status
	[Draft / Final / Closed-out]



Executive Summary
[Fill in: 3–4 sentences covering what happened, the scale of the disruption, the decision that was made, and the current status/outcome.]
Incident Overview
Trigger Event
[Fill in: what happened, when (date/time), how it was detected, and by whom. Note whether it appears to be an isolated or targeted event vs. part of a broader pattern.]
Immediate Operational Impact
[Fill in: what capability, supply, or service was lost or degraded; affected contracts/assets; who was first notified and when.]
Alternative / Vendor Evaluation
[Fill in: the criteria used to evaluate alternatives (e.g., capacity, quality/compliance score, delivery timeline, cost, certification status) and which criterion each stakeholder treats as a gating factor.]
	Candidate
	Capacity
	Quality / Compliance Score
	Delivery Timeline
	Cost
	Certification Status
	Recommendation

	[Option 1]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[Primary/Fallback/Rejected]

	[Option 2]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	[Option 3]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]



Timeline and Milestones
	Date
	Milestone
	Owner
	Status

	[Date]
	[e.g., Incident detected]
	[ ]
	[Complete/In Progress/Pending]

	[ ]
	[e.g., Emergency response convened]
	[ ]
	[ ]

	[ ]
	[e.g., Decision/authorization approved]
	[ ]
	[ ]

	[ ]
	[e.g., Resolution / target date]
	[ ]
	[ ]



Action Items and Owners
	ID
	Action Item
	Owner
	Due Date
	Status

	AI-001
	[Task description]
	[Name/role]
	[Date]
	[Not Started/In Progress/Complete]

	AI-002
	[ ]
	[ ]
	[ ]
	[ ]

	AI-003
	[ ]
	[ ]
	[ ]
	[ ]



Lessons Learned & Forward-Looking Recommendations
[Fill in: what worked well, what didn't, and root causes revealed by the crisis (e.g., over-reliance on a single vendor or process gap). List any proposed process or policy changes to prevent recurrence, with a proposed owner for each.]
· [Proposal 1, e.g., a diversification/review initiative, with proposed owner and timeframe]
· [Proposal 2]
· [Proposal 3]




