
Subject: Apology for Unanticipated Service 

Disruption 

Dear [Recipient Name], 

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

disruption in our services that you experienced on [specific date]. We understand the 

inconvenience this may have caused you and your team. 

Due to [brief explanation of the cause, e.g., unexpected technical failure], we were unable to 

provide our usual level of service. Please be assured that we are taking immediate action to 

rectify the situation and prevent a recurrence in the future. 

Your satisfaction is our top priority, and we deeply value your understanding and support during 

this time. As a gesture of goodwill, we would like to offer [mention any compensation, if 

applicable]. 

If you have any further questions or concerns, please feel free to reach out to us at [contact 

information]. Thank you for your patience and understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


