Incident Report Writing Practice

Choose one of the three incident reports below and complete the following steps:

1. Decide what additional information about the incident you will need to discover before writing an incident report; once this is decided, create the needed information.

2. Decide on a primary and a secondary audience; give your audiences titles and names.  

3. Sketch out what sections you would want this report to contain and write an overview of the information that would be found in each.  

4. Decide if any graphics would be needed for this report; detail what they would be; you may create any information that you believe would be needed to complete a thorough report. 

5. You do not need to write the report itself; simply generate all the information you would need and sketch out the sections of the report.

6. Email all the information and answers to the above questions to ericsson@wsu.edu by the end of the class today.

Incident #1

On Feb. 15, 2009, a flood was reported in the basement of the main Iowa Beef Processors headquarters building.  You are the head of the engineering team that was sent to investigate the flood and make repairs needed to stem the water flow.  Now you need to file a complete written report on the incident for the IBP CEO and Board of Directors to present at the next IBP Shareholders Meeting.  A copy of your report will also be filed with Universal Underwriters Inc., IBP’s insurance carrier.  

Incident #2 

On December 12, 2008 a computer virus attacked the entire computer network at WestPointSports.com.  This virus halted all online ordering for 48 hours and prevented phone orders since the entire ordering system was down.  You are the head of the IT department.  In December, your first job was to get the network back up and running.  Now you have fully investigated the incident and need to file a complete report on the incident for the company CEO and Board of Directors. Your report will also be forwarded to WPS’s attorneys for use in any litigation stemming from the virus attack.

Incident #3  

On Feb. 15, 2009, a kitchen fire at the Diamond Palms restaurant caused major damage to the entire restaurant. This fire resulted in the restaurant closing for 60 days and required major equipment purchases and interior repairs.  Diamond Palms is part of the Palm Desert Casino. As the Director of Food Services for the Casino you need to file a complete incident report for the Casino General Manager.  This report will also be forwarded to the Las Vegas Fire Department.

