
[Your Name]  

[Your Title/Position]  

[Your Agency/Organization Name]  

[Agency Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Recipient Agency/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: Law Enforcement Report - [Report Title] 

Dear [Recipient Name],  

This report details the findings from the incident that occurred on [date 

of incident] at [location of incident].  

1. **Incident Overview**  

 - Date and Time of Incident: [insert date and time]  

 - Location: [insert location]  

 - Involved Parties: [list names and roles]  

2. **Description of Events**  

 [Provide a chronological account of events leading up to, during, and 

after the incident.]  

3. **Evidence Collected**  

 - [List evidence collected, including photographs, witness statements, 

physical evidence, etc.]  

4. **Witness Statements**  

 - [Summarize or include relevant statements from witnesses.]  

5. **Additional Information**  

 - [Provide any other relevant details or follow-up actions taken.]  

6. **Conclusion**  

 [Summarize the findings and any recommendations for further action, if 

applicable.]  

Please feel free to contact me at [your phone number] or [your email 

address] for any further details or clarifications.  

Thank you for your attention to this matter. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position]  

[Your Agency/Organization Name] 


