
Service Issue Resolution Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Service Issue Resolution Report - [Issue Reference Number] 

Issue Summary 

[Provide a brief description of the service issue encountered.] 

Investigation Details 

[Outline the steps taken to investigate the issue.] 

Resolution Steps 

[Detail the actions taken to resolve the issue.] 

Outcome 

[Describe the final outcome and confirm if the issue has been resolved.] 

Next Steps 

[Mention any follow-up actions or recommendations.] 

Contact Information 

If you have any further questions, please feel free to contact me at [Your Phone Number] or 

[Your Email Address]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


