
Occupational Injury Documentation 

Date: ____________ 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally document an occupational injury that occurred on [date of injury] at 

[location]. The details of the incident are as follows: 

Incident Details 

• Employee Name: [Employee's Name] 

• Job Title: [Employee's Job Title] 

• Description of Injury: [Brief description of the injury] 

• Cause of Incident: [Description of how the injury occurred] 

• Witnesses: [Names and contact information of witnesses, if any] 

Medical Attention 

The injured employee sought medical attention at [Name of Medical Facility] and was treated for 

[type of treatment received]. The following is a summary of medical findings and 

recommendations: 

[Summary of medical report] 

Next Steps 

We are committed to ensuring the safety of our employees and will investigate this incident 

further. Please let us know if any additional documentation is required to assist in this process. 

Thank you for your attention to this matter. If you have any questions or need further 

information, please feel free to contact me at [Your Phone Number] or [Your Email Address]. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


