
Incident Notification & Investigation Report Process Workflow
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Base Investigation 

report tab
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• Brief description of event & findings in Root 
Cause Description field

• Attach supporting documents (e.g. RCA)
• Indicate Management System Category
• Insert corrective actions & person responsible 

for addressing in Corrective Actions
• Insert team members in Reviewers portion

• Person responsible clicks 
“DONE”  in On-Base 
system

System notifies 
Supervisor

• Brief description of event & findings in Root Cause 
Description field

• Attach supporting documents (e.g. formal report, RCA)
• Indicate Management System Category
• Insert corrective actions & person responsible for 

addressing in Corrective Actions portion
• Insert team members in Reviewers portion

• Reviewers click 
“APPROVE”  in 
On-Base system

RMS assigns review 
to supervisor in On-

Base system

RMS assigns team 
leader in On-Base 

system
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