[Date]

[Recipient Name]
[Recipient Job Title]
[Department/Organization Name]

Subject: Identified Areas for Service Improvement
Dear [Recipient Name],

This letter is to formally outline specific areas within our service delivery that have been
identified for improvement. Following a recent review of [customer feedback/internal
audits/performance metrics], we have pinpointed the following key areas that require attention:

e |Area 1]: [Brief description of the current issue and the desired standard].
e [Area 2]: [Brief description of the current issue and the desired standard].
e |Area 3]: [Brief description of the current issue and the desired standard].

To address these findings, we propose the following action plan:

1. [Specific Action Item 1]
2. [Specific Action Item 2]
3. [Specific Action Item 3]

We believe that implementing these changes will significantly enhance our service quality and
improve the overall experience for our [clients/customers/stakeholders]. We aim to have these
improvements initiated by [Target Date].

Please let me know if you have any questions or if you would like to schedule a meeting to
discuss these points in further detail.

Sincerely,
[Your Name]

[Your Job Title]
[Your Contact Information]



