Escalation Email
Subject Line Template
[URGENT] [Issue Type]: [Project Name] — [Requested Action] Required

To / From / Date
	Item
	Details

	To
	

	CC
	

	From
	

	Date
	



Current Situation
(Describe the issue in 2–3 sentences: what happened, when, and why.)

Business Impact
	Item
	Impact

	Schedule
	

	Cost
	

	Business
	



Requested Action
1. [Action] — by [date]
2. [Action] — by [date]
3. [Action] — by [date]

Proposed Options
	Option
	Description
	Pros
	Cons

	A
	
	
	

	B
	
	
	



Team recommendation: Option (  ) is recommended. We defer the final decision to you.




