
Letter of Assurance 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We would like to extend our sincerest apologies for the delays encountered during the 

installation of your telecom services. We understand how important seamless connectivity is for 

your operations, and we take this matter very seriously. 

Please be assured that our team is actively addressing the issues that caused the delay. We are 

committed to expediting the installation process and have taken the necessary steps to ensure that 

your services will be fully operational by [insert new expected date]. 

To further assist you during this time, we are offering [insert any compensation or service 

enhancement, if applicable]. Our customer service team is available for any inquiries or concerns 

you may have, and we appreciate your understanding and patience during this situation. 

Thank you for your continued trust in us. We are dedicated to providing you with the best 

possible service and support. Please do not hesitate to reach out to me directly at [your contact 

information] if you need further assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


