
Letter of Regret for Service Lapse 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to express my sincerest regrets regarding the recent lapse in service that you 

experienced with our company. It has come to our attention that we did not meet the high 

standards that we set for ourselves, and for that, I am truly sorry. 

We understand how important our services are to your operation, and the inconvenience caused 

by this incident is unacceptable. Please be assured that we are taking immediate actions to rectify 

the situation and prevent any such occurrences in the future. 

As a token of our commitment to improving your experience with us, we would like to offer you 

[mention any compensation or follow-up service]. We value your business and are committed to 

restoring your confidence in our services. 

Thank you for your understanding, and please do not hesitate to reach out if you have further 

concerns or feedback. We appreciate your partnership and look forward to serving you better in 

the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


