
[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to express my sincere apologies for not meeting 

your service expectations during your recent experience with [specific service or product]. We 

value our customers and are committed to delivering the highest quality service, and I regret that 

we fell short in your case. 

We understand how important [specific service or product] is to you, and it is clear we did not 

deliver the level of service you deserve. We have taken your feedback seriously and are actively 

working to address the issues that led to this disappointment. 

As a gesture of our commitment to your satisfaction, I would like to offer [compensation or 

solution if applicable]. It is our hope that this will help to restore your faith in our company. 

Thank you for your understanding and for bringing this matter to our attention. If you have any 

further questions or concerns, please do not hesitate to reach out to me directly at [Your Phone 

Number] or [Your Email Address]. 

Warm regards, 



[Your Name] 

[Your Position] 

[Your Company] 


