
Job-Related Injury Record Acknowledgment 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Supervisor's Name] 

Subject: Acknowledgment of Job-Related Injury Report 

Dear [Employee's Name], 

We are writing to formally acknowledge the receipt of your report regarding the job-related 

injury you sustained on [Insert Date of Injury]. Your health and well-being are of utmost 

importance to us, and we are committed to providing you with the necessary support and 

assistance during your recovery. 

Please find below the details of the reported incident: 

• Date of Incident: [Insert Date] 

• Description of Injury: [Brief Description] 

• Location of Incident: [Insert Location] 

We encourage you to seek appropriate medical attention if you have not already done so. 

Additionally, please inform us of any updates on your condition. 

Should you have any questions or require further assistance, do not hesitate to reach out to me 

directly. 

Thank you for your attention to this matter, and we wish you a swift recovery. 

Sincerely, 

[Supervisor's Name] 

[Supervisor's Title] 

[Company Name] 

[Contact Information] 


