Lapiche

Customer Feedback
Loop Actionable
Checklist

Kapiche.com




Customer Feedback Loop
Actionable Checklist

$5354
-----

Quarterly, Monthly,
Weekly, and Daily
Tasks

Is your team struggling with slow response times to feedback, overwhelming
data, or disconnected departments? Creating a feedback loop that drives action
fast can feel impossible when you're not getting timely responses from teams or
leadership buy-in. This resource is designed to help you solve these exact chal-

lenges.

Next page is a checklist of practical actions you can do on a quarterly, monthly,
weekly, and daily cadence to improve the effectiveness of your feedback loop.
These habits are used by top-performing insight teams to streamline feedback

processes, prioritize key insights, and act quickly.




Quarterly

Customer Feedback Loop
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1. Analyze Feedback Trends and Insights Over the Quarter

(] Conduct a comprehensive analysis of feedback from the past quarter.
Look for patterns that are developing over time, especially recurring is-

sues or improvements.
(] Use data visualization to illustrate insights that have emerged, identifying
areas for improvement or new opportunities.
2. Audit Action on Feedback

(] Review all actions taken based on feedback, assessing whether improve-
ments were implemented successfully and whether there was fol-

low-through from departments.
(] Create areport detailing the status of each action and highlight any on-
going challenges.
3. Refine and Revamp Feedback Strategies

(] Based on your audit and analysis, revamp the strategies for feedback
collection, communication, and action to ensure they're as efficient as
possible.

(] Setnew goals or KPIs based on the learnings from the last quarter.

4. Leadership Review and Reporting

C] Prepare a presentation or report to share with senior
leadership about the performance of the feedback
loop program.

(] Include insights, actions, and KPIs, as well as sug-
gestions for improvements in the coming quarter.



Monthly
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1. Conduct Cross-Departmental Meetings

(] Organize a meeting to go over feedback trends, lessons learned, and
actions taken.

E] Review what worked and what didn't—ensure stakeholders from various

departments are part of this discussion to drive alignment.

2. Evaluate Feedback Program Effectiveness

(] Assess whether the feedback loop is moving faster. Are customer issues
being resolved more quickly than before? Are there areas where feed-
back is being neglected?

(] Look at KPIs like response time, NPS scores, or CSAT metrics to under-
stand the impact of improvements.

3. Update Feedback Collection Processes

(] Review the feedback collection processes and tools (surveys, interviews,
social media monitoring) to make sure they are capturing all relevant
data.

(] Implement changes if necessary, ensuring you're collecting insights
across the most valuable touchpoints.

4., Assess Stakeholder Engagement )

(] Evaluate if the teams involved in the feedback loop are
staying engaged. If not, consider how to re-engage
them, perhaps through more structured meetings or

more targeted communication.




Weekly

Customer Feedback Loop
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1. Review Key Insights with the Team

(] Hold a team meeting to discuss the most pressing customer feedback
trends from the week.

(] Ensure that the insights are being analyzed and understood across the
team, prioritizing urgent or major issues first.
2. Check-in with Department Stakeholders

(] Touch base with other departments (e.g., product, marketing, customer

success) to see how they’ve acted on insights and what the results are.
(] Thisis a key moment to align efforts across teams and resolve any
bottlenecks.
3. Update Dashboards and Reports

(] Refresh dashboards with new insights and ensure that metrics are clearly
visualized for team and leadership reviews.

(] Create weekly reports summarizing feedback trends and key actions
taken.

4, Facilitate Quick Decision-Making

(] If needed, set up ad-hoc meetings with teams to resolve any obstacles in
acting on feedback or insights.

(] Ensure that insights are driving

actionable decisions.
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1. Review Real-time Feedback and Insights

(] Log into dashboards to check for any new or emerging feedback from
customers across different touchpoints (e.g., surveys, social media, cus-

tomer support).

(] Flag urgent insights that require immediate attention or that align with
ongoing projects.

(] Set natifications for critical trends or signals in feedback to ensure quick
reactions.
2. Prioritize Insights for Immediate Action

(] Filter feedback based on urgency and relevance. Focus on issues that
can be solved quickly or trends that are beginning to emerge.

(] Make note of key insights that will require cross-departmental action.

3. Communicate to Teams

(] Share critical insights with relevant teams via email, Slack, or other com-
munication tools. Make sure these insights are brief, actionable, and tied
to specific tasks or goals.

(] Ensure feedback is sent to the right stakeholders—whether product

teams, marketing, or customer success.

4. Monitor Feedback Loop Progress

(] Track progress on previous insights shared. Ensure follow-ups are hap-
pening to close the loop with customers and internal teams.

(] Document any responses from stakeholders regarding the actions
they’ve taken based on feedback.



