
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Incident Report - [Brief Description of the Incident]  

Dear [Recipient's Name],  

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

[location].  

**Incident Details:**  

- **Date/Time of Incident:** [Date and Time]  

- **Location:** [Specific Location]  

- **Individuals Involved:** [Names and Positions]  

- **Description of Incident:**  

 [Detailed description of what happened, including any relevant facts and 

circumstances.]  

**Actions Taken:**  

- [Outline any immediate actions taken in response to the incident.]  

- [Include any follow-up actions planned or already taken.]  

**Witnesses:**  

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

I recommend further investigation to ensure such incidents do not occur 

in the future. Please let me know if you require any additional 

information or if there is a specific process I need to follow regarding 

this matter.  

Thank you for your attention to this important issue.  

Sincerely,  

[Your Name]  

[Your Position] 


