
Official Apology Letter 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We hope this message finds you well. We are writing to formally apologize for the recent service 

failure that you experienced on [specific date or timeframe]. We understand that our inability to 

meet your expectations may have caused you inconvenience and frustration. 

Please be assured that we take this matter very seriously. Our team is currently investigating the 

situation to ensure that it does not happen again in the future. We value your business and are 

committed to providing the highest standard of service to all our clients. 

As a gesture of our sincere apology, we would like to offer you [mention any compensation or 

resolution if applicable]. We hope this will help to restore your confidence in our company. 

Thank you for your understanding and support. Should you have any further concerns or 

feedback, please do not hesitate to reach out to us directly at [your phone number] or [your email 

address]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


