
[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Customer Name] 

[Customer Position] 

[Customer Company] 

[Customer Address] 

[City, State, Zip Code] 

Subject: Proposal for Resolution of [Customer Issue] 

Dear [Customer Name], 

Thank you for bringing the issue of [briefly describe the issue] to our attention. We understand 

the challenges this has caused for your organization and appreciate the opportunity to propose a 

solution. 

Proposed Solution 

We propose the following steps to resolve the issue: 

1. [Step 1 - Description] 

2. [Step 2 - Description] 

3. [Step 3 - Description] 

Expected Outcomes 

By implementing this solution, we anticipate the following outcomes: 



• [Outcome 1] 

• [Outcome 2] 

• [Outcome 3] 

We are committed to providing you with the highest level of service and support. Please feel free 

to reach out to me directly with any questions or if you would like to discuss this proposal 

further. 

Thank you for your attention, and we look forward to resolving this matter promptly. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


