
Customer Service Dispute Resolution 

Date: [Insert Date] 

Customer Name: [Insert Customer Name] 

Address: [Insert Customer Address] 

City, State, Zip: [Insert City, State, Zip] 

Dear [Customer Name], 

We hope this message finds you well. We appreciate your feedback regarding your recent 

experience with us. We take customer satisfaction seriously and strive to resolve any issues that 

may arise. 

Upon reviewing your concerns regarding [briefly describe the issue], we understand the 

inconvenience this has caused you. We have taken the following steps to address the situation: 

• [Step 1: Description of the action taken] 

• [Step 2: Description of the action taken] 

• [Step 3: Description of the action taken] 

To ensure your satisfaction, we would like to offer you [insert compensation or resolution]. 

Please let us know if this solution meets your expectations, or if you would prefer to discuss 

further options. 

Thank you for bringing this matter to our attention. We value your business and are committed to 

providing you with the best service possible. Please feel free to reach out to us at [insert contact 

information] if you have any more questions or need further assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


