Incident Report Acknowledgment and
Resolution

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Subject: Acknowledgment of Incident Report

Dear [Recipient Name],

We acknowledge the receipt of your incident report submitted on [Insert Date of Incident]
regarding [Brief Description of Incident]. We take such matters seriously and have initiated an
investigation to gather all necessary information related to the incident.

As of today, we have taken the following actions to rectify the situation:

e [Action 1]
e [Action 2]
e [Action 3]

We appreciate your patience during this process. Our team is committed to resolving this matter
effectively and ensuring that such incidents do not occur in the future.

If you have any further questions or require additional information, please feel free to contact me
at [Your Contact Information].

Thank you for bringing this matter to our attention.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



