
Incident Reporting Procedures 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Incident Report - [Insert Incident Title] 

Introduction 

This letter serves to outline the procedures for reporting incidents within [Insert Organization 

Name]. 

Incident Reporting Steps 

1. Immediately assess the situation to ensure safety. 

2. Notify the relevant authorities and/or supervisors. 

3. Document the details of the incident, including time, place, and individuals involved. 

4. Complete the incident report form within [Insert Timeframe]. 

5. Submit the report to [Insert Designated Person/Department]. 

Follow-up Procedures 

After submission, the incident will be reviewed by [Insert Review Committee/Individual], and 

necessary follow-up actions will be communicated. 

Contact Information 

For any questions or further assistance, please contact [Insert Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Insert Your Name] 

[Insert Your Position] 

[Insert Organization Name] 


