
Formal Notification of Service Quality Issues 

Date: [Insert Date] 

To: [Recipient Name] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We are writing to formally notify you of recent issues concerning the quality of service you have 

received from our company, [Your Company Name]. We are committed to maintaining high 

standards, and it is important for us to address any shortcomings promptly. 

Specifically, we have identified the following issues: 

• [Issue 1 Description] 

• [Issue 2 Description] 

• [Issue 3 Description] 

We apologize for any inconvenience this may have caused and are taking immediate steps to 

rectify these issues. Our team is actively working to improve service delivery and we appreciate 

your understanding during this process. 

If you have any additional concerns or wish to discuss this matter further, please do not hesitate 

to contact us at [Your Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


