
Incident Report 

Date: [Insert Date] 

To: [Insert Recipient Name or Department] 

From: [Insert Your Name] 

Subject: Incident Report for Grievance Process 

Incident Details 

Incident Date: [Insert Incident Date] 

Location: [Insert Location of Incident] 

Individuals Involved: [List Individuals Involved] 

Description of the Incident 

[Provide a detailed description of the incident, including what occurred, how it occurred, and any 

relevant circumstances. Be specific and factual.] 

Witnesses 

[List any witnesses to the incident, including their names and contact information.] 

Actions Taken 

[Describe any immediate actions taken in response to the incident.] 

Follow-Up Actions Required 

[Outline any necessary follow-up actions to address the grievance.] 

Conclusion 

[Summarize the report and express willingness to cooperate with further investigations or 

procedures.] 

Thank you for your attention to this matter. 



Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


