
Letter of Recognition and Apology 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere appreciation for your 

valued support and to address some shortcomings in the service you have experienced recently. 

Firstly, I want to acknowledge the inconvenience caused during your last interaction with us. We 

take pride in delivering quality service, and it is disheartening to know that we fell short of your 

expectations. 

We recognize that [specific issue or service concern], and I am truly sorry for any frustration this 

may have caused. Your feedback is crucial in helping us improve our services and ensuring that 

similar issues are avoided in the future. 

Please rest assured that we are taking immediate actions to rectify these shortcomings and 

enhance the overall experience for our customers. We value your trust and loyalty, and we are 

committed to regaining it. 

As a gesture of goodwill, we would like to offer you [insert compensation, if applicable] as a 

token of our appreciation for your understanding. 

Thank you for bringing these matters to our attention, and please feel free to reach out if you 

have any further concerns or suggestions. We look forward to serving you better in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


