Complaint Resolution Summary

Date: [Insert Date]
Customer Name: [Insert Customer Name]
Customer Address: [Insert Customer Address]

Warranty Claim Number: [Insert Claim Number]

Summary of Complaint

[Briefly describe the nature of the complaint and the product involved.]

Resolution Steps Taken

. [Step 1: Describe any initial contact with the customer.]

. [Step 2: Detail any investigations or assessments conducted.]

. [Step 3: Outline any communication with suppliers or service providers.]
. [Step 4: Explain the final resolution offered to the customer.]
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Final Outcome

[Summarize the resolution provided to the customer, including any repairs, replacements, or
reimbursements.]

Customer Feedback

[Include any comments or feedback from the customer regarding the resolution process.]

Next Steps

[Outline any follow-up actions or additional support offered to the customer.]

Thank you for your understanding and we appreciate your patience throughout this process.
Sincerely,

[Your Name]

[Your Position]

[Company Name]
[Contact Information]



