
Formal Apology for Boarding Delays 

Date: [Insert Date] 

Dear [Customer's Name], 

We sincerely apologize for the inconvenience you experienced due to the recent boarding delays 

on your flight [Flight Number] on [Date]. We understand how frustrating this situation can be, 

especially when you have plans to reach your destination. 

At [Company Name], we strive to maintain the highest standards of service and reliability. 

Unfortunately, due to [brief explanation of the reason for the delay], we were unable to deliver 

the timely service you expect from us. Please be assured that we are taking this matter seriously 

and are implementing measures to prevent such delays in the future. 

As a token of our apology, we would like to offer you [mention any compensation, if applicable, 

e.g., a travel voucher, bonus points, etc.]. We value your patronage and are committed to 

improving your experience with us. 

Thank you for your understanding. If you have any further questions or concerns, please do not 

hesitate to contact our customer service team at [Customer Service Phone Number] or [Email 

Address]. 

We look forward to serving you better in the future. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


