
Client Issue Resolution Letter 

Date: [Insert Date] 

[Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

Thank you for bringing your concerns to our attention. We sincerely apologize for any 

inconvenience you have experienced regarding [briefly describe the issue]. At [Your Company 

Name], we strive to provide the best service and support to our clients. 

We have investigated the issue and found that [explain findings and any relevant details]. To 

resolve this matter, we have taken the following steps: 

• [Step 1: describe the action taken] 

• [Step 2: describe the action taken] 

• [Step 3: describe the action taken] 

We believe that these actions will address your concerns effectively. Additionally, as a token of 

our appreciation for your understanding, we would like to offer you [mention any compensation, 

if applicable]. 

If you have any further questions or require additional assistance, please do not hesitate to 

contact me directly at [Your Phone Number] or [Your Email Address]. We value your feedback 

and are committed to improving our services to better meet your needs. 

Thank you for your patience and understanding. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


