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Event Report

	event details

	Person involved
	
	Location of Incident
	

	Manager
	
	Client
	

	Investigator
	
	Incident Date and Time
	

	sequence of events Leading up to the event 

	Date
	Approx. Time
	Event/ Action Description

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	IDENTIFY EACH PROBLEM AND root CAUSE  

	1. Identify each problem - what went wrong?
2. Why went it wrong?
3. Root Cause – why did it happen? 

	Problem
	Why?
	Root cause

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	corrective actions – How to prevent it from happening again? 

	Root cause
	Action detail
	Assigned To
	Due Date
	Date Complete

	
	
	
	 
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	sign-off

	Report completed by:
(PRINT name)
	
	Signature
	
	Date
	

	Reviewed by Manager:
(PRINT name)
	
	Signature
	
	Date
	



