
Letter of Remorse 

[Your Name] 

[Your Position] 

[Your Company] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincerest apologies for not 

meeting the service expectations you rightfully anticipated from us. It has come to my attention 

that we fell short in [specific issue or service], and I deeply regret any inconvenience this may 

have caused. 

At [Your Company], we pride ourselves on providing exceptional service, and it is disheartening 

to know that we did not live up to our standards in your case. Please know that your feedback is 

invaluable to us, and we are taking it seriously by reviewing our processes to ensure this does not 

happen again. 

As a token of our commitment to you, I would like to offer [proposed solution or compensation]. 

We hope this will help to regain your trust and demonstrate our dedication to customer 

satisfaction. 

Thank you for your understanding, and please feel free to reach out to me directly at [your phone 

number] or [your email] if you have any further concerns. We greatly appreciate your business 

and look forward to serving you better in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


