
Business Apology Letter for Damaged Goods
A business apology letter for damaged goods is a professional correspondence used by companies to address and acknowledge the receipt of
damaged products by customers. This letter expresses regret for any inconvenience caused, offers an explanation if applicable, and outlines steps
taken to rectify the issue, such as replacement, refund, or compensation. Including a well-structured template helps businesses maintain customer
trust and demonstrate commitment to quality service by ensuring clear communication and prompt resolution of the matter.

Letter Template
[Your Company Letterhead]

Date: [Insert Date]
Customer Name: [Customer Full Name]
Address: [Customer Address]

Dear [Customer Name],

We sincerely apologize for the inconvenience you have experienced due to receiving damaged goods from our company. At [Company Name],
we take full responsibility for ensuring the quality of our products and are deeply sorry that we did not meet your expectations in this instance.

Our team has carefully reviewed your complaint regarding the damaged [Product Name/Description] (Order #[Order Number]) delivered on
[Delivery Date]. We understand how frustrating this situation must be and appreciate you bringing it to our attention.

Please be assured that we are taking immediate action to resolve this matter. As a resolution, we will [choose one: send a replacement/refund the
full purchase amount/offer compensation] at your earliest convenience. Our team will contact you to confirm your preferred option and arrange the
necessary steps to correct this issue.

We are also investigating the cause of this incident to prevent similar occurrences in the future. Your feedback is invaluable in helping us improve
our services and meet the high standards you expect from [Company Name].

Once again, we truly apologize for any trouble this has caused. Should you have any further questions or concerns, please do not hesitate to
contact us directly at [Contact Information].

Thank you for your understanding and for giving us the opportunity to make things right.

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