Board Incident Report

Date: [Insert Date]
To: [Board Members or Internal Review Committee]
From: [Your Name/Position]

Subject: Incident Report for Internal Review

Incident Details

Incident Date: [Insert Date of Incident]
Location: [Insert Location]
Description of Incident:

[Provide a detailed description of the incident, including what happened, who was involved, and
any immediate actions taken.]

Impact Assessment

[Discuss the impact of the incident on the organization, employees, and any stakeholders
involved.]

Recommendations

[Outline recommendations for actions to prevent future incidents and improve policies or
procedures.]

Conclusion

[Summarize the key points and express your willingness to discuss further during the review
meeting.]

Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



