Transportation Service Issue Resolution

Date: [Insert Date]

Client Name: [Client's Name]
Client Address: [Client's Address]
Dear [Client's Name],

Thank you for contacting us regarding your recent experience with our transportation services.
We sincerely apologize for any inconvenience you have faced.

We have reviewed your concerns about [briefly describe the issue, e.g., "delayed pickup” or "lost
luggage™]. To resolve this matter, we have taken the following steps:

o [Step 1: Describe action taken, e.g., "Coordinated with the driver to ensure timely
pickups in the future."]
o [Step 2: Describe any compensatory measures, e.g., "Provided a discount on your next
service."]
We value your feedback, and it is our priority to ensure that such issues do not occur in the
future. Your satisfaction is important to us, and we are committed to providing you with the best
service possible.

If you have any further concerns or need assistance, please feel free to reach out to me directly at
[Your Contact Information].

Thank you for your understanding and continued support.
Sincerely,

[Your Name]

[Your Position]

[Company Name]

[Company Contact Information]



