
Formal Apology Letter 

Date: [Insert Date] 

[Customer's Name] 

[Customer's Address] 

[City, State, Zip Code] 

Dear [Customer's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the misunderstanding 

that recently occurred regarding [briefly describe the issue]. 

We take customer satisfaction very seriously, and I regret that we did not meet your expectations 

in this instance. Please be assured that we are taking the necessary steps to ensure this does not 

happen again in the future. 

If you have any further questions or if there is anything we can do to rectify the situation, please 

do not hesitate to reach out to me directly at [your contact information]. 

Thank you for your understanding and patience concerning this matter. We value your business 

and hope to serve you better in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Contact Information] 


