
Detailed Loss Incident Record Sheet
Report Reference No. _____________________________

Date of Report _____________________________

Reported By _____________________________

Department / Location _____________________________

Incident Details
Date & Time of Incident _____________________________

Location of Incident _____________________________

Description of Incident _________________________________________________

_________________________________________________

Type of Loss [ ] TheftÂ Â [ ] DamageÂ Â [ ] LossÂ Â [ ] Other: ___________

Items Involved _________________________________________________

_________________________________________________

Estimated Value _____________________________

Persons Involved / Witnesses
Name Contact Role / Relation

_________________ _________________ _________________

_________________ _________________ _________________

Actions Taken
Immediate Actions _________________________________________________

_________________________________________________

Reported To (Authorities /
Supervisors)

_________________________________________________

Follow-up Actions Required _________________________________________________

_________________________________________________

Remarks / Additional Notes
_________________________________________________

_________________________________________________



Verification
Verifying Officer _____________________________

Date _____________________________

Signature _____________________________

Important Notes

Ensure all incident details are recorded accurately and promptly.
Attach any supporting documents or evidence as needed.
Confidentiality should be maintained during and after the investigation.
This document should be kept for official records and future reference.
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