
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: NFPA Incident Report - [Incident Title/Number]  

I am writing to formally report an incident that occurred on [Date of 

Incident] at [Location of Incident]. This report is in accordance with 

the National Fire Protection Association (NFPA) guidelines.  

**Incident Overview:**  

- **Date and Time:** [Date and Time]  

- **Location:** [Exact Address or Description of Location]  

- **Description of Incident:** [Brief description of what happened]  

**Personnel Involved:**  

- [Name, Title, and Role of any personnel involved]  

- [Additional names and roles as necessary]  

**Immediate Actions Taken:**  

- [Details of actions taken immediately following the incident]  

**Injuries/Property Damage:**  

- [Description of any injuries sustained or property damage incurred]  

**Witnesses:**  

- [Names and contact information of witnesses, if applicable]  

**Follow-up Actions Recommended:**  

- [Suggestions for follow-up actions or improvements to prevent a 

recurrence]  

Please let me know if further information is required or if a meeting is 

necessary to discuss this incident in detail.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Organization] 


