Sample Accident Report Letter in Office
Date:
[Recipient’s Name]
[Company’s Name],
Subject: Accident in the Break Room Report
Dear Mr. Jonathan,
I am writing this letter to report the slip and fall incident incurred on 15th January 2023 at 12 am in the break room. This is to provide you with a detailed account of the accident that happened to me.
[bookmark: _GoBack]On the day of the accident, I was on my break. When I entered the break room, I saw a puddle of water on the floor near the coffee machine. It was clear that someone carelessly spilled the drink on the floor and did not even bother to clean it up. As I was trying to avoid the puddle, I slipped on the floor and my arm got under my own weight, causing a minor fracture of the arm.
I immediately sought medical attention and was advised not to move my arm for a few days. I also reported this incident to the security officer and head of the cleaning staff on duty who took my statement and photographs of the scene.
I believed the incident was actually caused by a lack of proper cleaning and maintenance of the break room. I suggest that a proper cleaning schedule should be put in place for the cleaning staff so that the spills and other hazards are cleaned up immediately. Moreover, the employees should also be reminded to clean up the spills themselves. I also recommend that slip-resistant flooring should be installed in the break room to avoid any such accidents from occurring in the future.
Feel free to contact me for any other details or assistance. I hope that you will consider my recommendations. Thank you for your valuable time.
Sincerely,
Alex Bateman
111-655-0967
