
Incident Account Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, ZIP Code] 

 

Subject: Incident Account Report 

 

Dear [Recipient's Name], 

I am writing to formally report an incident that occurred on [insert date of incident] involving 

[brief description of the incident, e.g., a vehicle accident, shipment delay]. 

Incident Details 

Date of Incident: [Insert Date] 

Location of Incident: [Insert Location] 

Parties Involved: [List all parties involved] 



Description of Incident: [Provide a detailed description of the incident, including circumstances 

leading up to and following the incident.] 

Injuries/Damages Reported: [Provide information on any injuries or damages incurred.] 

Actions Taken 

[Describe actions you took following the incident, e.g., contacting authorities, filing a report, 

etc.] 

Conclusion 

I request that this matter be reviewed under the applicable transportation laws and that 

appropriate actions be taken regarding the incident. Please feel free to contact me at your earliest 

convenience for any further information or clarification. 

 

Thank you for your attention to this matter. 

 

Sincerely, 

[Your Name] 

[Your Title/Position] 


