
Annual Service Review 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

We hope this letter finds you well. As part of our commitment to delivering exceptional service, 

we conduct an Annual Service Review to assess our collaboration and ensure we meet your 

evolving needs. 

During this review, we will cover the following points: 

• Performance Metrics 

• Feedback on Services Provided 

• Future Goals and Expectations 

• Opportunities for Improvement 

We would like to schedule a meeting to discuss this review. Please let us know your availability 

for the week of [Insert Date]. We look forward to hearing from you and value your feedback 

greatly. 

Thank you for your continued trust in our services. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


