Dear [Customer's Name],

Thank you for reaching out to us regarding your inquiry about [specific issue]. We sincerely
apologize for any inconvenience this may have caused you.

We have reviewed your case and would like to provide you with the following information:

e Issue Summary: [Brief description of the issue]
o Status: [Current status of the issue]
o Next Steps: [What will be done next, if applicable]

Our team is committed to resolving this issue as quickly as possible. If you have any further
questions or need additional assistance, please do not hesitate to contact us at [contact
information].

Thank you for your patience and understanding.
Sincerely,

[Your Name]

[Your Position]

[Company Name]
[Company Phone Number]
[Company Email Address]



