
Issue Resolution Notice 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

Dear [Client's Name], 

We are writing to inform you regarding the recent issues reported concerning the services 

provided by [Your Company Name]. We take such matters seriously, and we are committed to 

resolving any concerns promptly. 

Issue Summary 

Details of the issue: [Provide a brief description of the issue] 

Resolution Steps Taken 

[Outline the steps taken to resolve the issue. Include any relevant dates and actions.] 

Next Steps 

Moving forward, we will: [Specify any steps that will be taken to prevent future issues or to 

ensure satisfaction.] 

We appreciate your understanding and cooperation as we work to resolve this matter. If you have 

any further questions or concerns, please do not hesitate to reach out to us at [Your Contact 

Information]. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[Your Contact Information] 


