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

On behalf of [Your Company Name], I would like to extend our sincerest apologies for the inconvenience and dissatisfaction you experienced
during your recent interaction with us. We understand that our service did not meet your expectations, and we truly regret any fiustration this has
caused.

At [Your Company Name], our customers are our top priority, and we take full responsibility for the shortcomings in your experience. Please be
assured that we have thoroughly reviewed the situation and identified the factors that contributed to this issue.

As part of our commitment to providing excellent custormer service, we are implementing the following measures to ensure this situation does not
happen again:

Enhancing staff training on customer service protocols.

Reviewing and updating our internal processes for improved efficiency.

Introducing regular quality checks to monitor service performance.

Establishing a dedicated customer support team to address concerns more promptly.

We value your feedback, as it helps us become better and more attentive to your needs. Thank you for bringing this matter to our attention, and for
giving us the opportunity to make improvements. Our teamis committed to earning back your trust and providing you with the high-quality service
you deserve.

If'you have any further questions or require assistance, please do not hesitate to contact me directly at [ Your Contact Information].
Thank you for choosing [ Your Company Name]. We look forward to serving you better in the future.

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]



