
Complaint Escalation Summary Report 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Complaint Escalation Summary Report for [Insert Complaint Reference Number] 

1. Introduction 

This report summarizes the escalation of the complaint filed on [Insert Complaint Filing Date]. 

2. Complaint Details 

Complaint ID: [Insert Complaint ID] 

Customer Name: [Insert Customer Name] 

Date of Initial Complaint: [Insert Date] 

Complaint Description: [Insert Brief Description] 

3. Actions Taken 

• [Insert Action 1] 

• [Insert Action 2] 

• [Insert Action 3] 

4. Escalation Summary 

The complaint was escalated due to [Insert Reasons for Escalation]. 

5. Current Status 

The current status of the complaint is [Insert Current Status]. 

6. Next Steps 

The following actions will be taken to resolve the complaint: [Insert Next Steps]. 



7. Conclusion 

This report serves as a summary of the escalation of the complaint and outlines the necessary 

steps to ensure its resolution. Please reach out for any further information. 

Thank you for your attention to this matter. 

Sincerely, 

[Insert Your Name] 

[Insert Your Position] 

[Insert Your Contact Information] 


