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Hotel Incident Report Template 

I. General Information

Date of Report 

Time of Report 

Report Authored By 

Incident Number 

II. Incident Details

Date of Incident 

Time of Incident 

Location 

Type of Incident 

https://www.smartsheet.com/try-it?trp=12304&utm_source=template-pdf&utm_medium=content&utm_campaign=Hotel+Incident+Report-pdf-12304&lpa=Hotel+Incident+Report+pdf+12304
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III. Individuals Involved 
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IV. Witnesses 
 
Witness 1 Contact Information Statement 

   

Witness 2 Contact Information Statement 

   

Witness 3  Contact Information Statement 
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V. Description of Incident

VI. Injuries Sustained and Damages

Injuries Sustained 

Property Damage 

VII. Actions Taken

Immediate Actions 

Authorities Contacted 

Report Filed 

Follow-up Actions 

VIII. Additional Notes
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IX. Signatures 
 

Prepared By 

 

Reviewed By 

 



 
 
 
 

 
DISCLAIMER 

 
Any articles, templates, or information provided by Smartsheet on the website are for reference only. 
While we strive to keep the information up to date and correct, we make no representations or 
warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or 
availability with respect to the website or the information, articles, templates, or related graphics 
contained on the website. Any reliance you place on such information is therefore strictly at your own 
risk. 
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