
Apology Letter for Service Discrepancy 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the discrepancies you 

experienced with our service on [specific date]. We strive to provide our customers with the 

highest quality of service, and I regret that we fell short in this instance. 

It has come to our attention that [describe the specific service issue]. We understand how 

frustrating this must have been and assure you that this is not a reflection of our standard 

practices. 

Please be assured that we are taking this matter seriously and have already implemented 

measures to prevent similar occurrences in the future. Your satisfaction is our top priority, and 

we are committed to making things right. 

As a gesture of goodwill, we would like to offer you [compensation or resolution, if applicable]. 

Thank you for your understanding and patience in this matter. If you have any further questions 

or concerns, please do not hesitate to reach out to me directly at [your contact information]. 

Warm regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


