
Letter of Action Taken Based on Feedback 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Address] 

Dear [Recipient's Name], 

Thank you for your valuable feedback regarding [specific topic or issue]. We truly appreciate 

your insights, which help us to improve our services and meet your expectations. 

Based on your feedback, we have taken the following actions: 

• Action 1: [Description of the action taken] 

• Action 2: [Description of the action taken] 

• Action 3: [Description of the action taken] 

We believe these changes will significantly enhance [mention the relevant service or product]. 

Should you have any further suggestions or need additional assistance, please do not hesitate to 

reach out. 

Thank you once again for your input. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


