
Service Concern Evaluation Recap 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Recap of Service Concern Evaluation 

Dear [Recipient's Name], 

We are writing to provide a recap of the recent evaluation regarding the service concerns raised 

by [Customer/Employee Name]. This recap aims to summarize our findings, actions taken, and 

recommendations. 

Overview of Concerns 

[Briefly describe the service concerns that were evaluated.] 

Findings 

[Summarize the findings from the evaluation process.] 

Actions Taken 

[List the actions taken to address the concerns.] 

Recommendations 

[Provide recommendations for future improvements.] 

Conclusion 

Thank you for your attention to these matters. We are committed to improving our services and 

ensuring customer satisfaction. Should you have any further questions, please do not hesitate to 

contact us. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


