Transportation Service Incident Report

Date: [Insert Date]
To: [Customer Name]
From: [Your Company Name]
Subject: Incident Report Concerning Your Recent Transportation Experience
Dear [Customer Name],
We are writing to address your recent concern regarding an incident that occurred during your
transportation service with us on [insert date of incident]. Your safety is our top priority, and we
take such matters very seriously.
Details of the Incident:

o Date of Incident: [Insert Date]

« Location of Incident: [Insert Location]

o Description of the Incident: [Briefly describe the issue]
We have initiated a thorough investigation to understand the circumstances surrounding this
incident, and we are committed to ensuring that necessary actions are taken to prevent such
occurrences in the future.
We appreciate your feedback and would like to offer you [insert any compensation/offer if
applicable]. Please feel free to reach out to our customer service team at [insert contact

information] if you have any further questions or concerns.

Thank you for bringing this to our attention. We value your trust and are dedicated to providing
you with the highest level of service.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]

[Your Contact Information]



