
Incident Notification Letter 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are writing to inform you about an incident that occurred on [Insert Date] at [Location]. The 

incident involved [brief description of the incident, including key details such as individuals 

involved, nature of the incident, etc.]. 

We take the safety and well-being of all individuals seriously, and we have taken the following 

steps in response to this incident: 

• [List action taken 1] 

• [List action taken 2] 

• [List action taken 3] 

We are committed to ensuring the safety of our community and will continue to monitor this 

situation closely. Should you require any further information or have any questions, please do 

not hesitate to contact us at [Contact Information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Contact Information] 


