
Letter of Reconciliation 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address the recent concerns regarding the 

quality of service we provided on [date of service]. We acknowledge that the experience you 

encountered did not meet the high standards we strive to uphold. 

We deeply regret any inconvenience this may have caused you and would like to assure you that 

we take your feedback seriously. Your satisfaction is of utmost importance to us, and we are 

committed to making things right. 

To demonstrate our commitment to rectifying this situation, we are [mention any compensatory 

offer or action to improve service]. We value your business and hope to regain your trust. 

Thank you for bringing this to our attention. We appreciate your understanding and patience. 

Please feel free to reach out to me directly at [your contact information] if you have any further 

concerns. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


