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Use this template right after an incident to convert observations into improvements. 
Capture what happened, quantify impact, agree fixes with owners and dates, and update your BCP/SOPs.
1) Event summary
	Event type
	Date
	Location/Area
	Coordinator
	Teams involved

	
	
	
	
	

	Objective

	

	Scope & key assumptions

	


2) What happened (timeline highlights)
Summarize key times, stops/restarts, throughput, scrap, quality/safety events, and any transport impacts.
	hh:mm
	Event / Decision
	Impact (flow, backlog, scrap, safety/quality, transport)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3) Observations
	What worked well
	What failed / risk observed

	
	

	
	

	
	

	
	

	
	

	
	





4) Data snapshot (as measured)
	Metric
	Target
	Observed
	Source/Evidence

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5) Likely root causes (5 Whys, brief)
Use simple 5 Whys or fishbone notes. Keep it short; deeper analysis can move to CI later.
	Problem
	Why 1
	Why 2
	Why 3
	Why 4/5 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6) Decisions & improvement actions
Create real work, not notes. Each action needs an owner and date. Mark what must be reflected in the BCP/SOPs.
	Action
	Owner
	Due date
	Reflect in BCP/SOP? 
	Status/Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





7) Required document updates
	Document
	Section
	Update needed
	Owner
	Version/date updated

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


8) Evidence & links
	Item (photo, ticket, log, trend, email)
	Location/Link
	Related step

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


9) Next drill (improve the test)
Define the next scope, what you will make more realistic, and the target date.
	Scope/focus
	More realism to add
	Target date
	Coordinator

	
	
	
	


10) Quick checklists
Post-drill (today): 
 Test Log completed  
 Actions assigned  
 BCP/SOP updates listed  
 Tickets/work orders raised
Within 7 days: 
 BCP/SOPs versioned & published  
 Evidence archived  
 Next drill booked
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