
Incident Report 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Incident Report - Machinery Malfunction 

Incident Description 

On [Insert Incident Date], at approximately [Insert Time], we experienced a malfunction with 

[Insert Machinery Name/ID]. The incident occurred at [Insert Location] during [Insert 

Operation/Task]. 

Details of the Incident 

The malfunction involved [describe the malfunction, e.g., failure to start, unexpected shutdown, 

etc.]. As a result, [insert the impact of the malfunction, e.g., production halt, safety concerns, 

etc.]. 

Immediate Actions Taken 

Upon discovering the issue, the following actions were taken: 

• [Describe Action 1] 

• [Describe Action 2] 

• [Describe Action 3] 

Recommendations and Follow-Up 

To prevent future occurrences, it is recommended that [insert recommendations, e.g., regular 

maintenance checks, operator training, etc.]. Further investigation will be conducted by [insert 

responsible person/team]. 

Attachments 

Attached are [insert any relevant documents, photographs, etc.]. 

Conclusion 



Please feel free to reach out if you have any further questions or require additional information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


