
Transportation Service Incident Handling 

Procedures 

Date: [Insert Date] 

To: [Insert Recipient's Name or Department] 

From: [Your Name or Department] 

Subject: Transportation Service Incident Handling Procedures 

Introduction 

This document outlines the procedures for handling transportation service incidents to ensure 

prompt and effective resolution. 

Incident Reporting 

All incidents must be reported immediately using the following methods: 

• Phone: [Insert Phone Number] 

• Email: [Insert Email Address] 

• In-person: [Insert Location] 

Incident Documentation 

Upon reporting an incident, the following information must be documented: 

1. Date and time of incident 

2. Location 

3. Description of the incident 

4. Persons involved 

Investigation Process 

The following steps will be taken to investigate the incident: 

1. Assign an investigator 

2. Gather evidence and witness statements 

3. Analyze the information collected 

Resolution Implementation 



Based on the investigation findings, appropriate actions will be taken, which may include: 

• Training for staff 

• Changes to procedures 

• Compensation if applicable 

Follow-Up 

A follow-up will be conducted to ensure that the resolution measures are effective and to prevent 

future incidents. 

Contact Information 

If there are any questions regarding these procedures, please contact: 

[Your Name] | [Your Position] | [Your Contact Information] 

Thank you for your attention to these procedures. 


