
Transportation Service Incident Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Incident Report for Schedule Discrepancy 

Dear [Recipient Name], 

I am writing to report an incident regarding a discrepancy in the transportation service schedule 

that occurred on [Insert Date of Incident]. 

Incident Details 

• Driver Name: [Insert Driver's Name] 

• Vehicle Number: [Insert Vehicle Number] 

• Scheduled Departure Time: [Insert Scheduled Time] 

• Actual Departure Time: [Insert Actual Time] 

• Location: [Insert Location] 

Nature of Discrepancy 

[Briefly describe the nature of the schedule discrepancy, including any contributing factors and 

impact on service delivery.] 

Actions Taken 

[Describe any immediate actions taken to address the discrepancy and prevent future 

occurrences.] 

Recommendations 

[Provide any recommendations for improving scheduling processes or communication as 

necessary.] 

Thank you for your attention to this matter. I look forward to your response. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Contact Information] 


