
Incident Report 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Name] 

Subject: Incident Report Regarding [Brief Description of Incident] 

Dear [Client's Name], 

We are writing to formally report an incident that occurred on [Date of Incident]. The details are 

as follows: 

Incident Details 

Type of Incident: [Type] 

Location: [Location] 

Description: [Detailed Description of the Incident] 

Actions Taken 

[Describe the actions taken in response to the incident] 

Preventive Measures 

[Outline measures to prevent future incidents] 

We take this matter seriously and are committed to ensuring the safety and satisfaction of our 

clients. Should you have any questions or require further information, please do not hesitate to 

contact me directly. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


