Report on Unauthorized Personnel
Interference

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Report on Unauthorized Personnel Interference
Dear [Recipient's Name],

I am writing to formally report an incident of unauthorized personnel interference that occurred
on [Insert Date of Incident]. The details of the incident are as follows:

Incident Description

Location: [Insert Location]
Time: [Insert Time]
Individuals Involved: [List Unauthorized Personnel]

During this incident, [Briefly explain what happened, including any actions taken by
unauthorized personnel, impact on operations, and any necessary steps undertaken in response].

Immediate Actions Taken

[Describe any immediate actions taken to address the situation, including notifying security,
reviewing surveillance footage, or any other actions taken.]

Recommendations

To prevent similar incidents in the future, | recommend the following measures:
e [Recommendation 1]
e [Recommendation 2]

e [Recommendation 3]

Thank you for your attention to this matter. I look forward to your prompt response and any
further actions that may be required.



Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



