
Letter of Understanding and Apology 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally address the quality discrepancies 

that have recently come to our attention regarding [specific product/service]. Firstly, I would like 

to express our sincere apologies for any inconvenience this may have caused to you and your 

team. 

We take pride in the quality of our offerings, and it is disheartening to learn that we did not meet 

your expectations in this instance. Upon reviewing the situation, we understand the importance 

of maintaining high standards and ensuring that our products/services align with your needs. 

We are currently taking the necessary steps to investigate the cause of these discrepancies and to 

implement corrective measures to prevent a recurrence in the future. Your feedback is 

invaluable, and we are committed to resolving this matter promptly. 

We appreciate your understanding and patience as we work through this issue. Please feel free to 

reach out directly at [Your Phone Number] or [Your Email Address] if you have any questions or 

if there is anything further we can assist you with. 

Thank you for your continued trust in us, and we look forward to restoring your confidence in 

our products/services. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


