
Guest Incident Report Follow-Up 

Date: [Insert Date] 

Dear [Guest's Name], 

Thank you for your patience and cooperation during your recent stay at [Conference Center 

Name]. We value your feedback and take incidents seriously to ensure a safe and enjoyable 

experience for all our guests. 

This letter is to follow up regarding the incident you reported on [Insert Incident Date]. We are 

currently reviewing the details and have taken the following steps to address the concern: 

• [Step 1: Brief description of actions taken] 

• [Step 2: Brief description of actions taken] 

• [Step 3: Brief description of actions taken] 

We are committed to providing a positive experience for all our guests and will keep you 

updated on our findings and any further actions taken. If you have any additional information or 

questions, please do not hesitate to reach out. 

Thank you again for your understanding. We hope to welcome you back to [Conference Center 

Name] in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Conference Center Name] 

[Contact Information] 


