Investigation Summary

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

Subject: Summary of Investigation into Service Failings

Introduction

This letter serves as a summary of our investigation regarding the reported failings in service
experienced on [insert specific date(s)].

Background
On [insert date], we received feedback regarding [briefly describe the nature of the service

failing]. An investigation was initiated to understand the circumstances and address the issue
effectively.

Findings
e Finding 1: [Insert detailed finding]

e Finding 2: [Insert detailed finding]
e Finding 3: [Insert detailed finding]

Actions Taken

In response to the findings, the following actions have been implemented:
« Action 1: [Description of action]

o Action 2: [Description of action]
« Action 3: [Description of action]

Conclusion

We apologize for any inconvenience caused by these service failings and appreciate your
understanding as we work to improve our services. Please feel free to contact us if you have any
further concerns.

Sincerely,



[Your Name]
[Your Position]
[Your Organization]

[Contact Information]



