
To
[The Recipient Name]
[Address]
I am [title] [name] form the [department name] from [company name]. We received a complaint from you on [date] regarding the incident that took place on our [name] store on [date] at [time]. We have looked into the issue and after investigating the issue in full, we have come to the conclusion that Mr. [name], the manager on duty was rude to you and he didn’t handle his professional responsibilities properly.
We apologize to you on behalf of the [company]. We have a very clear policy in regard to customer service. Our customers always come first and their queries regarding any product are to be entertained politely, in detail and till the customer is satisfied. The attitude of Mr. [name] is not acceptable and he has been severely reprimanded. As a token of our regret and to recompense you somewhat for the inconvenience you faced, we are sending you a gift card worth [number] you can claim it at any of our branches and purchase anything you fancy. We apologize to you once again and look forward to your kind patronage in the future too.
Yours sincerely,
[Your Name]
[Address]
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