
Service Error Recognition and Commitment 

to Resolve 

Date: [Insert Date] 

Dear [Customer's Name], 

We sincerely apologize for the inconvenience caused by the recent service error you 

experienced. 

At [Company Name], we take such matters seriously and recognize the impact this has on your 

experience with us. We are committed to addressing this issue promptly and effectively. 

To ensure this does not happen again, we are taking the following steps: 

• Conducting a thorough investigation of the error. 

• Implementing necessary changes to our processes. 

• Enhancing our staff training regarding service protocols. 

Your satisfaction is important to us. As a token of our commitment, we would like to offer you 

[insert compensation, e.g., discount, refund, etc.]. 

If you have any further questions or concerns, please feel free to reach out to me directly at 

[Your Phone Number] or [Your Email]. 

Thank you for your understanding and support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


