
Letter of Assurance Following Technical 

Malfunction 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to address the recent technical malfunction that occurred on [insert date of 

malfunction]. We understand the impact this incident may have had on your operations, and we 

want to assure you that we are taking this matter very seriously. 

Our team has conducted a thorough investigation and identified the root cause of the issue. 

Necessary measures have been implemented to prevent any future occurrences, including [briefly 

outline steps taken to resolve the issue]. 

We value your partnership and sincerely apologize for any inconvenience this may have caused. 

Please rest assured that we are committed to providing reliable services and support to our 

clients. 

Should you have any further questions or require additional information, please do not hesitate to 

contact me directly at [your phone number] or [your email address]. 

Thank you for your understanding and continued trust in us. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


