Customer Service Apology Letter
[Your Name]
[Address]
[Letter date]

[Recipients Name]
[Address]


Subject: Subject of Letter-Optional 

Dear [recipient’s name],

We have come to know of an issue faced by you in the last few days. Please accept our apologies for the inconvenience you faced because of our conduct and poor service. 

Customer service is not only our norm but also our highest priority. We regret that we were not able to meet your expectations. We reviewed the situation to analyze the causes of inconvenience. 

We would always strive for perfection. So, we have taken steps to rectify this situation and make sure that this situation never happens again. 

As a sign of regret and apology, we would want to present you with {discounted prices, upgraded services}. We understand that our customers deserve the best and we deeply value your relationship with our company. Please accept our sincere apology and feel free to discuss any further concerns regarding this issue. 

Yours in service,

[Your Name]
[Senders Title] -Optional-
