
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to sincerely apologize for the recent service failures you experienced with [specific 

service or product] provided by our company on [date of incident]. We deeply value our 

customers and regret any inconvenience this may have caused you. 

After reviewing your case, we acknowledge that we fell short in [specific details of the service 

failure]. This is not reflective of our standard practices, and I assure you that we are taking 

immediate steps to address the issues. 

We are committed to improving our services and ensuring such incidents do not happen in the 

future. In recognition of your experience, we would like to offer you [mention any compensation 

or goodwill gesture, if applicable]. 

Once again, I apologize for the trouble this has caused and appreciate your understanding in this 

matter. Please feel free to reach out to me directly at [your phone number] or [your email 

address] should you have any further questions or concerns. 

Thank you for your attention, and we hope to regain your trust. 



Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


