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Your Hotel

Accident/Occurrence Report
Date of This Report

Nature of Occurrence

Time
Day

Month
Year

To Whom It Was First Reported, How and When, Badge Number

This Report Submitted By

This Report Submitted To

Victim's Name

Victim's Address 

Victim's Phone Number

Description of Property or Damage:

Instructions:  This report is to be completed in triplicate on each occasion of an unusual occurrence such as fire, theft, break-in, significant complaint, unusual accident, sizeable shortage or overage in cash or stock, involvement with police, or any other matter that warrants reporting.





Explain exactly what happened, stating where, when, how and why.





Who first discovered this occurrence?





Be specific giving times, dates, witnesses, names, addresses, etc.





If money is involved, give amounts and state how this was recorded on cash report.





What action was taken?





If injuries, describe type, effect, who treated etc.





What is considered to be the cause of the occurrence?





In your opinion, what measures should be taken to prevent further occurrences of this nature?





What is the present disposition of this instance?





(If space is insufficient use extra pages)
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