
Incident Management Procedures 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Incident Management Guidelines 

Dear [Recipient Name], 

This letter outlines our incident management procedures to ensure a systematic approach to 

handling incidents effectively. Please find the detailed steps below: 

1. Incident Identification 

All employees are encouraged to report any incident or near-miss immediately to their 

supervisor. 

2. Incident Logging 

Once reported, each incident will be documented in the Incident Log Book for tracking purposes. 

3. Initial Assessment 

The incidents will be assessed to determine the severity and required response. 

4. Incident Response 

Based on the assessment, appropriate action will be taken to mitigate the incident's impact. 

5. Investigation 

A thorough investigation will be conducted to identify the root cause of the incident. 

6. Reporting 

A detailed incident report will be created and shared with relevant stakeholders. 

7. Review and Improvement 



Lessons learned from the incident will be reviewed to enhance our safety and response protocols. 

We appreciate your cooperation in adhering to these procedures. Should you have any questions 

or require further information, please do not hesitate to contact me. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


