
Accident Report Guide 
 
This guide will make it easier for you to 
gather necessary information at the 
scene of an accident to properly 
complete required reports. 
 
DO notify police immediately.  911.  If 
anyone is injured, immediately render 
and/or obtain appropriate medical 
assistance for the injured.   
 
DO write down names, addresses and 
license numbers or persons involved 
and names and addresses of witnesses. 
 
DO report accident to your insurance 
agent promptly.  
 
DO document the following. 
 
Time____________Date____________ 
Place___________________________ 
Describe What Occurred 
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________ 
 
 
 
 

OTHER VEHICLES INVOLED: 
Drivers 
Name___________________________ 
 
Address_________________________ 
 
Phone #_________________________ 
 
Drivers License Number and State 
________________________________
________________________________ 
Vehicle Information (State, year, make, 
model and License #)  
________________________________
________________________________
________________________________ 
Insurance Company and Agents name 
________________________________
________________________________ 
 
WITNESSES: 
 
Name, address, and phone number 
________________________________
________________________________
________________________________
________________________________
________________________________ 
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