[Your company letterhead or logo goes here. Replace this line.]
T-6
The Incident Report
	OWNER’S NOTES · FOR YOU, NOT THE CREW. DELETE THIS PAGE BEFORE YOU PRINT THE FORM.
Who it’s for: whoever finds the problem fills in the top; the owner or office manager runs the rest, in every tier. Time: the first-hour boxes take minutes; the write-up takes about fifteen. Have ready: your one page (T-1), the call list on the back of this form, and the folder of what you saved before cleaning up.
How to set it up (owner’s side, not printed for the crew)
1.	Fill in the call list on the back now, before anything happens, including how fast your insurance policy wants notice. A list written during an incident is a list written badly.
2.	Keep a blank copy of this form with the one page, wherever the page lives.
3.	The finder fills in the first-hour boxes and the facts. Facts, not fault: the form has no blame line on purpose.
4.	The owner writes or approves the four paragraphs, signs, files the report with its proof, and puts the thirty-day check on the calendar.
5.	Keep every report, including the boring ones. The quarterly review reads them, and someday an insurer or a big customer may ask how your company handles mistakes. This folder is the answer.




[COMPANY NAME] AI INCIDENT REPORT · Report # ______ · Date found ______________
The first hour (check each as you do it)
•	☐ Stopped it. The send, the account, the feature, or the vendor’s switch. What got stopped: ______________
•	☐ Found the edges. What went in or out, to whom, since when. Check the usage log (T-5).
•	☐ Saved the proof. Screenshots, the chat, a copy of what went out, into one folder, before any cleanup. Where it’s filed: ______________
•	☐ Told ______________ the same day.
What kind (circle one): something went IN that never should have · something went OUT wrong under our name · something ACTED that nobody approved
The facts (from whoever found it)
Found by: ______________ · How it surfaced: ______________________________
Tool or feature involved: ______________ · Job number or “Customer A” (no names): ______________
Calls made (from the list on the back): who, when, and what they said to do.
_________________________________________________________________
The write-up (owner or office manager; four short paragraphs, one page at most)
1.	What happened.
2.	What we found when we looked.
3.	What we fixed, and when.
4.	What changed so it won’t repeat.
Proof attached: ______________________________ (screenshots, the corrected document, the vendor’s confirmation, the changed setting)
Customer told? ☐ Yes, on ______ by ______________ ☐ Not needed, because ______________
Personal information involved? ☐ No ☐ Maybe → the lawyer call moves to the top of the list; notice clocks may be running.
Signed (owner): ______________ Date: ______
Thirty-day check: on ______, ______________ confirms the fix held. Result: ______________


BACK OF THE SHEET · The call list (fill in now, not during)
	Who
	Name and number
	Notes

	Owner / decider
	
	

	Runs the tool (IT person or vendor support)
	
	one line per system if it takes more than one

	Insurance agent
	
	policy # ______ · policy wants notice within ______ days

	Lawyer
	
	for personal information, injury, or real money

	Who calls the customer
	
	the owner, unless the owner names someone



What counts as an incident (post this part; keep the bar low)
•	Information on the card’s red list went into any tool, on any account
•	Anything wrong went out under the company’s name: a price, a promise, a claim
•	A tool booked, replied, quoted, or sent without a person approving it
•	A near miss that almost did any of the above. Near misses are free rehearsals; report them too.
The promise on your one page covers this form. The same-day report is what keeps small problems small.
Regulated or audited: file AI incidents under your existing data-incident plan, bring counsel in at the first hour for anything serious, log every report in the incident register, and track each corrective action to closure with an owner, a date, and the thirty-day check on the calendar.
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