
Client Feedback Response Plan 

Date: [Insert Date] 

Client Name: [Insert Client Name] 

Client Address: [Insert Client Address] 

Dear [Client Name], 

Thank you for providing us with your valuable feedback regarding our services. We sincerely 

appreciate your insights as they help us improve and enhance our offerings. 

Summary of Feedback: 

[Briefly summarize the key points of the client's feedback] 

Response Plan: 

• Issue Identified: [Describe the issue] 

• Action Steps:  

o [Action Step 1] 

o [Action Step 2] 

o [Action Step 3] 

• Expected Resolution Date: [Insert Date] 

We are committed to addressing your feedback and improving our services. Please feel free to 

reach out if you have any further questions or concerns. 

Thank you once again for your feedback. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


