Feedback Response Summary

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Summary of Feedback Responses

Overview

Dear [Recipient's Name],

Thank you for your valuable feedback. Below is a summary of the responses gathered from the
recent survey:

Key Findings
o Positive Feedback: [Summarize key positive points]

e Areas for Improvement: [Summarize key areas needing improvement]
e Suggestions: [List notable suggestions received]

Next Steps

We are committed to addressing the feedback received. Here are our next steps:
1. [Describe first step]
2. [Describe second step]

3. [Describe third step]

We appreciate your contributions and are eager to implement your suggestions. Please feel free
to reach out with any further comments or questions.

Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



