
[Your Name]  

[Your Job Title]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Company/Organization]  

[Address]  

[City, State, Zip Code]  

Subject: Incident Report - [Brief Description of Incident]  

Dear [Recipient Name],  

I am writing to formally report an incident that occurred on [date] at 

[location].  

**Incident Details:**  

- **Type of Incident:** [e.g., Accident, Injury, Property Damage]  

- **Date and Time:** [specific date and time]  

- **Location:** [specific location]  

- **Involved Parties:** [names and roles of individuals involved]  

**Description of Incident:**  

[Provide a detailed account of what happened, including relevant facts, 

actions taken, and any witnesses present.] 

**Actions Taken:**  

[List any immediate actions taken in response to the incident, such as 

medical assistance, reporting to authorities, etc.] 

**Recommended Follow-up Actions:**  

[Suggest any further actions that should be taken to address the incident 

or prevent future occurrences.] 

Please let me know if you require any further information or 

clarification regarding this incident.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Job Title] 


