
Service Concern Investigation Summary 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Summary of Service Concern Investigation 

Introduction 

This letter serves as a summary of the investigation conducted regarding the service concern 

raised on [Insert Date of Concern]. 

Concern Details 

The concern was reported by [Insert Reporter's Name] and involved [briefly describe the nature 

of the concern]. 

Investigation Process 

The investigation included the following steps: 

• Review of relevant documents 

• Interviews with staff involved 

• Analysis of service procedures 

Findings 

The investigation revealed the following findings: 

1. [Finding 1] 

2. [Finding 2] 

3. [Finding 3] 

Conclusion 

Based on the findings, we recommend the following actions: 

1. [Recommendation 1] 

2. [Recommendation 2] 

3. [Recommendation 3] 



Follow-Up 

We will continue to monitor the situation and follow up on the recommendations provided. Your 

cooperation in this matter is appreciated. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


