[Company Logo]   [Company Name]
COMPANY PROPERTY DAMAGE REPORT
	Report No.:
	[Reference Number]

	Date of Report:
	[Date]

	Site / Location:
	[Work Location]



1. Reported By
	Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Contact Number
	[Mobile Number]



2. Incident Details
	Date and time of incident
	[DD/MM/YYYY] [HH:MM]

	Exact location
	[Floor / Area / Room]

	Date and time damage was discovered (if different)
	[DD/MM/YYYY] [HH:MM]

	Type: Accidental / Equipment failure / Water / Fire / Electrical / Natural event / Unknown / Other
	 

	Any injury involved: Yes / No (if yes, file a separate injury report)
	 



3. Property Damaged
	Asset ID
	Description / Make / Model
	Serial / Reg. No.
	Extent of Damage
	Usable?

	[Asset ID]
	[Make / Model]
	[Serial Number]
	Minor / Major / Total loss
	Yes / No

	[Asset ID]
	[Make / Model]
	[Serial Number]
	Minor / Major / Total loss
	Yes / No

	[Asset ID]
	[Premises – wall / ceiling / glass]
	-
	Minor / Major / Total loss
	Yes / No



4. Description of What Happened
[Describe the sequence of events factually: what was happening, what went wrong and what was done immediately afterwards.]
5. Witnesses and Evidence
	Witness Name
	Employee ID
	Contact
	Statement Attached

	[Witness Name]
	[Employee ID]
	[Mobile Number]
	Yes / No

	[Witness Name]
	[Employee ID]
	[Mobile Number]
	Yes / No



  Photographs attached
  CCTV footage preserved
  Area made safe / cordoned off
6. Assessment (Admin / Facilities)
	Probable cause
	[Cause]

	Repair / replacement estimate: ₹[Amount]
	 

	Vendor quotation ref.
	[Reference Number]

	Insurance policy no.
	[Policy Number] – Insurer informed on: [DD/MM/YYYY]

	Repair approved by
	[Authorised Signatory]



7. Corrective and Preventive Action
	Action
	Owner
	Target Date
	Status

	[Action]
	[Owner Name]
	[DD/MM/YYYY]
	Open / Closed

	[Action]
	[Owner Name]
	[DD/MM/YYYY]
	Open / Closed




	______________________________
Reported by
[Employee Name]
Date: [Date]
	______________________________
Reviewed by
[Admin Name]
Admin / Facilities
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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