
Client Problem Solving Letter 

Date: [Insert Date] 

Client Name: [Client's Name] 

Client Address: [Client's Address] 

Dear [Client's Name], 

We hope this message finds you well. We appreciate you bringing your concerns to our attention 

regarding [briefly describe the issue]. At [Your Company Name], we are committed to providing 

our clients with the best possible service and solutions. 

After reviewing your situation, we understand that [summarize the nature of the problem]. In 

order to resolve this issue, we propose the following steps: 

• [Step 1: Describe the action you will take] 

• [Step 2: Describe the action you will take] 

• [Step 3: Describe the action you will take] 

We believe this course of action will effectively address your concerns and ensure that you are 

satisfied with our services. Please let us know if you have any additional thoughts or questions 

regarding this plan. 

Thank you for your understanding and patience as we work to resolve this matter. We value your 

business and are here to assist you in any way possible. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


