
Letter of Apology 

Dear [Customer's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the recent experience 

you had with our service/products. We value you as a customer and are truly sorry for any 

inconvenience we caused. 

Your experience does not reflect the high standards we set for ourselves, and we are taking steps 

to ensure that this does not happen again. We appreciate your feedback and understand the 

importance of addressing your concerns. 

As a gesture of our commitment to you, we would like to offer you [mention any 

compensation/discount, if applicable]. Thank you for your understanding and patience during 

this time. 

Please feel free to reach out to me directly at [Your Contact Information] if you have any further 

questions or concerns. 

Thank you for being a valued customer. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Contact Information] 


