Incident Statement

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]
Subject: Incident Statement for Outreach Social Services
Dear [Recipient's Name],
| am writing to provide a formal statement regarding the incident that occurred on [Insert Date of
Incident] at [Insert Location]. This incident has been significant in influencing our outreach
social services, and | believe it is important to document the details.
Incident Details:
o Date and Time: [Insert Date and Time]
e Location: [Insert Location]
e Individuals Involved: [List Individuals]
e Summary of Incident: [Provide a brief description of the incident]

e Actions Taken: [Describe any immediate actions taken following the incident]

This incident has impacted our services by [explain any repercussions on outreach services]. We
are taking this matter seriously and are committed to addressing the concerns raised.

Please let me know if you need any additional information or if a meeting is necessary to discuss
this incident further.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Organization]

[Your Contact Information]



