Apology Letter for Late Response to Customer Support Email

Date: [Insert Date]
Dear [Customer Name],

I hope this message finds you well. I am writing to sincerely apologize for the delay in responding to your recent email regarding [briefly describe
the inquiry or issue, e.g., your recent order, your technical question, etc.].

‘We understand how important timely communication is and we regret any inconvenience or frustration this delay may have caused you. Please
know that your concerns are very important to us, and we strive to provide the highest level of service to all our custorrers.

[Optional: Briefty explain the reason for the delay, if appropriate - e.g., due to a higher-than-usual volume of inquiries. ]

‘We have now reviewed your request and [provide any relevant information, answers, or solutions related to the customer's original inquiry]. If
there is anything else you need, or if you have further questions or concerns, please do not hesitate to reach out to us directly. We are here to help
and are committed to resolving your issue as quickly as possible.

Once again, I apologize for the delay and thank you for your patience and understanding. We value your relationship with us and appreciate the
opportunity to serve you.

Kind regards,

[Your Name]

[Your Position]
[Company Name]
[Contact Information]
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