
Client Issue Resolution 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

Thank you for bringing your concerns to our attention. We value your feedback and are 

committed to resolving the issue you experienced regarding [brief description of the issue]. 

After reviewing your case, we have taken the following steps to address the matter: [List specific 

actions taken]. 

We appreciate your patience as we worked through this issue and apologize for any 

inconvenience caused. To further apologize, we would like to offer you [mention any 

compensation, if applicable]. 

Please feel free to reach out to us if you have any further questions or require additional 

assistance. You can contact me directly at [Your Contact Information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Company's Contact Information] 


