
Letter of Apology and Acknowledgment 

Dear [Customer's Name], 

We would like to sincerely apologize for the inconvenience you experienced regarding [specific 

issue]. Your feedback is invaluable to us, and we appreciate you bringing this matter to our 

attention. 

We acknowledge that [briefly clarify the issue], and we understand how this affected your 

experience with our company. Please be assured that we are taking your grievance seriously and 

have initiated steps to rectify the situation and prevent it from happening in the future. 

As a token of our commitment to customer satisfaction, we would like to offer you [mention any 

compensation, if applicable]. We hope this can help to restore your faith in our services. 

Thank you for your understanding and patience. Should you have any further concerns, please do 

not hesitate to reach out to us directly at [contact information]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


