
Incident Reporting Cheat Sheet
In your description, have you included: 

•	 	What? 
•	 	When? 
•	 	Where? 
•	 	Why? 
•	 	How?

Is the incident description clear and concise?

Have contributing factors been identified and are they 
included in the incident description?

Is the action to be taken to prevent the incident from 
recurring included in the incident 
description?


