Date:
Dear Mr. [name]
I am [title] [name] from [department name] of [bank name]. I am writing to you to apologize for the incident that took place in our [name] branch on [DATE]. You came to collect your checkbook at [time] and you were made to wait for [time] and in the end, you were told that your checkbook is not ready. This created a bad taste and led to an argument between you and the manager. We highly regret this and want to apologize on behalf of the manager and the bank administration. The manager has been severely reprimanded as we do not tolerate such rude and inconsiderate behavior with our valued clients.
We are very sorry that your time was wasted, and you were made to wait for so long. Also, we can comprehend the complications that the extended wait for your checkbook must have caused you. Also, we have investigated the problem and are expediting the procedure so that your checkbook is delivered to you ASAP. Also, the checkbook charges would not be deducted from your account. We want to assure you that you wouldn’t have to face any such issue in the future. We would like to thank you for your patience and your kind patronage.
Looking forward to serving you better in the future,
Yours Sincerely,
[Your Name]
[Business Name]
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