
Incident Reporting Procedure 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Sender Name] 

Subject: Incident Report - [Brief Description of Incident] 

Incident Details 

Project Site: [Insert Project Site Name] 

Location: [Insert Location of Incident] 

Time of Incident: [Insert Time] 

Description of Incident: 

[Provide a detailed account of the incident, including what happened, who was involved, and any 

injuries or damage incurred.] 

Witnesses 

Names: [Insert Names] 

Contact Information: [Insert Contact Information] 

Immediate Actions Taken 

[Describe any immediate actions taken in response to the incident, including who was notified, if 

medical assistance was required, etc.] 

Follow-Up Actions Required 

[Outline any follow-up actions that need to be taken to address the incident and prevent future 

occurrences.] 

Reporter Information 

Reported By: [Insert Your Name] 



Position: [Insert Your Position] 

Contact Information: [Insert Your Contact Information] 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


