
Client Concerns Clarification 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

We hope this message finds you well. We are writing to address the concerns you raised during 

our recent conversation on [insert date of conversation]. It is important to us that you feel heard 

and understood. 

Summary of Concerns 

• Concern 1: [Brief description] 

• Concern 2: [Brief description] 

• Concern 3: [Brief description] 

Our Clarifications 

• Clarification 1: [Response to Concern 1] 

• Clarification 2: [Response to Concern 2] 

• Clarification 3: [Response to Concern 3] 

We value your feedback and are committed to addressing any further issues you may have. 

Please feel free to reach out to us at [insert contact information] should you have any additional 

questions or concerns. 

Thank you for your attention to this matter. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


