
Letter of Acknowledgment 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We would like to take this opportunity to acknowledge the difficulties that you have experienced 

due to [specific reason, e.g., the recent service disruption, the delay in your order, etc.]. We 

understand that this has caused inconvenience to you, and we sincerely apologize for any distress 

it may have caused. 

Please be assured that we are taking the necessary steps to address these issues and prevent them 

from occurring in the future. Your satisfaction is our priority, and we appreciate your patience 

and understanding during this time. 

If you have any further concerns or questions, please do not hesitate to reach out to us. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


