
Client Issues Resolution Plan 

Date: [Insert Date] 

To: [Client Name] 

From: [Your Company Name] 

Subject: Resolution Plan for Client Issues 

Introduction 

Dear [Client Name], 

We appreciate your feedback and would like to address the issues you have raised regarding 

[briefly state the issues]. Our goal is to ensure your satisfaction and resolve these matters 

promptly. 

Issues Identified 

1. [Issue 1 description] 

2. [Issue 2 description] 

3. [Issue 3 description] 

Proposed Actions 

1. [Action for Issue 1] 

2. [Action for Issue 2] 

3. [Action for Issue 3] 

Timeline 

We expect to resolve these issues by [insert completion date] and will keep you updated 

throughout the process. 

Contact Information 

If you have any further questions or concerns, please do not hesitate to contact me directly at 

[Your Phone Number] or [Your Email Address]. 

Thank you for your understanding and continued partnership. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company Name] 


