Letter of Apology for Inadequate Service

Date: [Insert Date]

Dear [Recipient's Name],

| am writing to sincerely apologize for the inadequate service you experienced during your recent
visit to [Company/Store Name]. It is never our intention to disappoint our valued customers, and
| deeply regret that we fell short of your expectations.

Please know that your feedback is important to us, and | have taken steps to address the issues
you encountered. We are committed to providing the highest level of service, and | assure you
that measures are being implemented to ensure this does not happen again.

As a token of our apology, we would like to offer you [mention any compensation, e.g., a
discount, free service, etc.]. We appreciate your understanding and patience in this matter.

Thank you for bringing this to our attention. | hope you will give us another opportunity to serve
you better in the future.

Sincerely,

[Your Name]

[Your Position]
[Company/Store Name]

[Contact Information]



