
[Your Company Letterhead] 

[Date] 

[Recipient Name]  

[Recipient Title]  

[Department/Organization Name]  

[Address]  

[City, State, Zip Code]  

Subject: Incident Report - [Brief Description of Incident] 

Dear [Recipient Name], 

This letter serves to formally report an incident that occurred on [date 

of incident] at [location of incident].  

**Incident Details:** 

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

- **Location:** [Specify location] 

- **Involved Parties:** [List individuals or departments involved] 

- **Description of Incident:** [Provide a brief summary of the incident, 

including what happened and any immediate actions taken] 

**Preliminary Assessment:** 

- **Injuries Reported:** [Yes/No, if yes, provide details] 

- **Damage to Property:** [Yes/No, if yes, provide details] 

- **Witnesses:** [List any witnesses if applicable] 

**Immediate Actions Taken:** 

[Describe any immediate corrective actions taken following the incident] 

**Future Recommendations:** 

[Provide suggestions for preventing similar incidents in the future] 

Attached, you will find any supporting documentation related to this 

incident. 

Please do not hesitate to contact me if you require further information. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Contact Information]  

[Your Company Name]  

[Attachments: Supporting Documents] 


