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SECTION 1 

STRATEGIC SITUATION ANALYSIS 

Define the Issue with Executive Precision 

Describe what specifically occurred: 

 

 

 

What triggered this situation? 

 

Applicable policy, procedure, agreement, or obligation (if known): 

 

Primary classification of this issue: 
☐ Emotional 
☐ Procedural 
☐ Structural 
☐ Policy-Based 
☐ Compliance-Related 
☐ Ethical Concern 

Formal decision-maker: 

 

Individual(s) with influence over outcome: 

 

Existing documentation (emails, contracts, reports, messages, etc.): 
☐ Yes 
☐ No 

If yes, list documentation available: 

 



Is there missing documentation that should be obtained? 
☐ Yes 
☐ No 

If yes, specify: 

 

Does this reflect a pattern of behavior or repeated incident? 
☐ Yes 
☐ No 

If yes, briefly document pattern: 

 

What would full resolution look like without escalation? 

 

 

SECTION 2 

OUTCOME CLARITY & STRATEGIC POSITIONING 

Primary outcome requested (select one or more): 

☐ Policy clarification 
☐ Accommodation request 
☐ Correction of documented error 
☐ Written explanation 
☐ Mediation 
☐ Internal formal review 
☐ Executive-level review 
☐ External agency review 
☐ Compensation or restitution 
☐ Record amendment 
☐ Safety or compliance intervention 
☐ Deadline enforcement 
☐ Other: _____________________________ 

Why is this outcome reasonable, proportional, and defensible? 

 

 

What measurable action defines success? 

 



Requested timeframe for resolution: 

 

 

 

 

SECTION 3 

RISK & CONSEQUENCE ASSESSMENT 

Best case outcome: 

 

Worst case outcome: 

 

Potential risks (select all that apply): 

☐ Retaliation 
☐ Relationship strain 
☐ Professional reputation impact 
☐ Escalation exposure 
☐ Emotional toll 
☐ No significant risk 
☐ Other: _____________________________ 

Is escalation strategically necessary at this stage? 

☐ Yes 
☐ No 
☐ Not Yet 

If unresolved, what is your contingency plan? 

 

 

SECTION 4 

STRUCTURED MESSAGE ARCHITECTURE 

Factual Summary (objective timeline only): 

 

 

 



Impact Statement (operational, professional, legal, or ethical impact): 

 

Policy or Principle Reference (if applicable): 

 

Clear Action Request (specific and measurable): 

 

Defined Deadline: 

 

Will documentation be attached? 
☐ Yes 
☐ No 

Primary message objective: 
☐ Clarification 
☐ Correction 
☐ Accountability 
☐ Resolution 
☐ Escalation Notice 

Required tone: 
☐ Professional 
☐ Neutral 
☐ Firm 
☐ Collaborative 
☐ Directive 

 

SECTION 5 

ESCALATION DISCIPLINE FRAMEWORK 

Current stage of resolution: 

☐ Stage 1 – Direct Communication 
☐ Stage 2 – Supervisor / Manager Review 
☐ Stage 3 – Formal Internal Complaint 
☐ Stage 4 – Executive / Board Review 
☐ Stage 5 – External Agency or Legal Referral 

Has informal resolution been attempted? 
☐ Yes 
☐ No 



Has any stage been intentionally bypassed? 
☐ Yes 
☐ No 

If yes, provide strategic justification: 

 

 

Target deadline before advancing to next stage: 

 

 

SECTION 6 

CREDIBILITY & EXECUTIVE COMPOSURE CHECK 

Before sending communication, confirm: 

☐ My message is factual and non-reactive 
☐ My tone is controlled and professional 
☐ My claims are supported by documentation 
☐ My request is reasonable and measurable 
☐ My timeline is clearly defined 
☐ I allowed time before responding 

If forwarded to senior leadership, would this strengthen your position? 
☐ Yes 
☐ No 

If reviewed externally, would this demonstrate credibility? 
☐ Yes 
☐ No 

 

SECTION 7 

STRATEGIC CONSULTATION PREPARATION 

☐ Timeline summary prepared 
☐ Documentation organized 
☐ Desired outcome clearly defined 
☐ Escalation stage identified 
☐ Risk assessment completed 
☐ Questions prepared 

 



Primary objective for consultation session: 

 

 

____________________________________________________________________________________________ 
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