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Template This template helps you to document incidents or situa-
fOf documenting tions you have experlenc_ed or W|tr)essed. It cgn also t_)e
. used to record conversations. Taking notes will make it
conversations easier to remember details and to document important
facts.
Date/time/place Person(s) involved

What happened? (verbatim quotes, detailed actions)

Witnhesses (name, contact details, observations)

Documentation (e-mails, chats, photos, file names and location)




Immediate results

Contacted support services (internal/external, date, contact person, result)

Next steps/deadlines

Personal notes
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	Beschreibung des Vorfalls: 
	Zeug*innen: 
	Belege: 
	Unmittelbare Folgen: 
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