
Feedback Resolution Discussion 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Feedback Resolution Discussion 

Dear [Recipient's Name], 

Thank you for taking the time to meet with me regarding the feedback you provided on [specific 

project or issue]. I appreciate your insights and value your input. 

During our discussion, we addressed the following points: 

• [Point 1: Brief description] 

• [Point 2: Brief description] 

• [Point 3: Brief description] 

As a result of our conversation, I am committed to implementing the following actions: 

• [Action 1: Brief description] 

• [Action 2: Brief description] 

• [Action 3: Brief description] 

I believe that these steps will help address the concerns raised and improve our overall 

effectiveness. I will keep you updated on our progress and am open to any further suggestions 

you may have. 

Thank you once again for your valuable feedback. I look forward to our continued collaboration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


