Date: [Insert Date]

[Customer's Name]
[Customer's Company Name]
[Customer’s Address Line 1]
[Customer’s Address Line 2]

Dear [Customer's Name],

On behalf of [Your Company Name], I would like to extend our sincerest apologies for the recent experience you had with our product/service.
We truly regret any inconvenience and fiustration this has caused you and your team.

At [Your Company Name], customer satisfaction is our top priority, and we take full responsibility for not meeting the standards you rightly expect
fromus. We value your feedback and understand how important it is to provide reliable and effective products/services to support your business
needs.

Please be assured that we have thoroughly investigated the issue and are taking immediate steps to address and resolve the matter. Our teamis
implementing the following actions to prevent similar situations in the future:

¢ Enhanced employee training and quality control checks
¢ Upgrading our customer support services
¢ Streamlining processes to ensure timely and effective resolutions

We are committed to regaining your confidence and ensuring that your experience with us moving forward will meet your expectations. If you have
any additional concerns, or if there is anything further we can do to resolve this matter, please feel fiee to contact me directly at [ Your Phone
Number] or [Your Email Address].

Thank you for bringing this to our attention and for giving us the opportunity to make things right. We value your business and look forward to
continuing to serve you better.

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]
[Your Contact Information]



