Incident Report
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
Incident details
Date and time: [Details]
Location: [Place]
Reported by: [Name and role]
People involved: [Only necessary details]
Immediate assistance: [Action taken]
Observed facts
Describe what you directly observed in chronological order. Attribute any secondhand information to its source. Record relevant evidence references without inserting unnecessary personal data.
Follow up
Action required: [Task]
Owner: [Name]
Due date: [Date]
Status: [Open or closed]
Reviewed by: [Authorized reviewer]
Further reporting required: [Applicable process]




