
Member Complaint Resolution Outcome 

Date: [Insert Date] 

Member Name: [Insert Member Name] 

Member ID: [Insert Member ID] 

Address: [Insert Member Address] 

Email: [Insert Member Email] 

Phone: [Insert Member Phone Number] 

Dear [Insert Member Name], 

We hope this message finds you well. We are writing to inform you about the outcome of your 

recent complaint submitted on [Insert Complaint Submission Date]. 

After thorough investigation and review of your concerns regarding [Insert Brief Description of 

Complaint], we have taken the following actions: 

• [Insert Action Taken 1] 

• [Insert Action Taken 2] 

• [Insert Action Taken 3] 

As a result of these actions, we believe that [Insert Resolution Summary]. Your satisfaction is 

important to us, and we appreciate your patience during this process. 

If you have any further questions or concerns, please do not hesitate to contact us at [Insert 

Contact Information]. 

Thank you for being a valued member. 

Sincerely, 

[Insert Your Name] 

[Insert Your Title] 

[Insert Organization Name] 


