
Incident Report Follow-Up 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Follow-Up on Incident Report Regarding Employee Misconduct 

Dear [Recipient's Name], 

I am writing to follow up on the incident report submitted on [Insert Date of Incident] regarding 

the misconduct exhibited by [Employee's Name/Position]. As per our initial discussion on the 

matter, I would like to provide further details and insights into the situation. 

As reported, the incident involved [briefly describe the nature of the misconduct]. It was 

observed on [mention date and time] at [location]. The actions taken by [Employee's 

Name/Position] were deemed inconsistent with our company's policies and values. 

Since the initial report, we have taken the following steps to address the issue: 

• [Step 1: Description] 

• [Step 2: Description] 

• [Step 3: Description] 

We are committed to ensuring a professional and respectful work environment. Further actions 

may include additional training sessions for the involved parties and revisiting our company 

policies to prevent such incidents in the future. 

Please feel free to reach out for any further clarification or to discuss this matter in detail. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


