
Apology Letter to Vendor 

Date: [Insert Date] 

[Vendor's Name]  

[Vendor's Company]  

[Vendor's Address]  

[City, State, Zip Code] 

Dear [Vendor's Name], 

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

inaccuracies in our order #[Order Number] placed on [Order Date]. We recognize the importance 

of accuracy in our transactions and are truly sorry for any inconvenience this may have caused. 

Upon reviewing the order, we noticed that [briefly describe the inaccuracies, e.g., "the quantity 

of items delivered was less than what was ordered" or "the wrong items were sent"]. This 

oversight does not reflect the standards we uphold with our partners, and we are taking 

immediate steps to rectify the issue. 

We are currently working to resolve this matter by [mention any corrective actions being taken, 

e.g., "arranging for the correct items to be sent" or "adjusting the order quantities"]. Our goal is 

to ensure that you receive exactly what you need as soon as possible. 

Thank you for your understanding and patience in this matter. We value our relationship with 

you and appreciate your continued partnership. If you have any questions or concerns, please do 

not hesitate to reach out to me directly at [Your Phone Number] or [Your Email Address]. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code] 


