
Incident Reporting and Investigation 

Procedures 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Incident Report and Investigation 

1. Incident Description 

The incident occurred on [insert date and time] at [insert location]. The nature of the incident 

was [insert description of the incident]. 

2. Individuals Involved 

List of individuals involved: 

• Name: [Insert Name], Role: [Insert Role] 

• Name: [Insert Name], Role: [Insert Role] 

3. Immediate Actions Taken 

The following immediate actions were taken in response to the incident: 

• [Insert action taken] 

• [Insert action taken] 

4. Investigation Process 

An investigation will be conducted involving the following steps: 

1. Gathering statements from witnesses. 

2. Collecting physical evidence. 

3. Reviewing security footage (if applicable). 

5. Outcome and Recommendations 

Upon completion of the investigation, the findings and any recommendations for preventing 

similar incidents in the future will be summarized in a final report. 



6. Follow-Up 

A follow-up meeting will be scheduled on [insert follow-up date] to discuss the findings and 

action items. 

Thank you for addressing this situation with the seriousness it deserves. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


