
Customer Service Failure Rectification Letter 

Date: [Insert Date] 

[Customer's Name]  

[Customer's Address]  

[City, State, Zip Code] 

Dear [Customer's Name], 

We hope this message finds you well. We are writing to sincerely apologize for the recent 

experience you had with our customer service team on [insert date]. We understand that we did 

not meet your expectations, and for that, we are truly sorry. 

Your feedback is extremely valuable to us, and we want to assure you that we take your concerns 

seriously. We have taken immediate steps to address the issue, including [briefly describe 

measures taken, e.g., additional training for staff, process improvements]. 

To make amends and restore your confidence in our service, we would like to offer you [mention 

any compensation, e.g., discount, refund, free service]. We genuinely appreciate your 

understanding and patience with us. 

Please feel free to reach out to me directly at [your contact information] should you have any 

further concerns or require assistance. We are committed to providing you with the exceptional 

service you deserve. 

Thank you for your understanding, and we hope to serve you better in the future. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Company Contact Information] 


