
Motor Vehicle Incident Reporting:  Instructions for Drivers and Incident Information 

 

Instructions for Drivers: In the event of an accident/incident, the on-scene instructions to be placed in 

the vehicle should include the following: 

1. Phone number(s) to which incidents are to be reported. 

2. Insurance carrier information that can be provided to other involved parties. 

3. Instructions for contacting law enforcement and emergency personnel; and instructions for 

contacting roadside assistance services, if available. 

4. Instructions for leaving the incident scene intact, securing the scene against further collisions or 

injuries until emergency personnel arrive, and meeting regulatory requirements (if any) for blood 

alcohol testing. 

5. A reminder to the driver that he or she should not admit fault for the accident. 

 

Materials to be placed in the vehicle may include a witness card for recording initial 

comments and contact data from potential witnesses. 

 

Incident Information: Recommended data elements to be collected in the event of a motor vehicle 

incident are as follows: 

1. Name 

2. Address 

3. Phone Number(s) 

4. Driver’s license number 

5. License plate number 

6. Name of insurance carrier 

7. Insurance policy number 

8. Name, address, and phone number(s) of all parties involved in the incident, including passengers 

in each vehicle 

9. Name, address, and phone number (s) of all witnesses 

10. Date and time of the incident 

11. Location of the incident (intersection or milepost) 

12. The party to whom the driver’s vehicle was registered (e.g., the organization the driver, another 

individual, or a rental agency) 

13. Name and phone number(s) of the investigating law enforcement officer on the scene, if any as 

well as any citations issued. 

14. Any other entities responding at the scene (e.g., fire department, ambulance, hazardous materials 

unit) 

15. A detailed narrative of the incident 

16. Space to allow the driver to make a sketch or diagram of the incident scene 

Note:  Vehicles involved in the incident should be denoted by numbers in both the narrative 

and the corresponding diagram.  Position of the witnesses should be noted in the same way. 

 

 

 

 

 


