
To
[The Recipient Name]
[Address]
I [title] [name] from [company name] am writing to you in response to your complaint regarding Mr. [name], our [name of store] manager. We have looked into the issue. We understand that you had made a payment for [product name] in [month’s name] and were promised that it would be available by [date] but when you came to collect it, it had still not arrived. This led to an argument with the manager on duty.
We would like to clarify that the [product] delivery was late due to reasons beyond the control of either the manager or the [company name]. In this pandemic, things are a lot more unpredictable and shipping and delivery is one area that has been affected a lot. Having said that, the way the manager behaved is not allowed or tolerated in our [company]. 
It was his duty to explain the situation properly to you and address all your concerns very politely and professionally. We would like to apologize to you on his behalf and assure you that he has been reprimanded and you would never face this kind of attitude again at any of our outlets.
To show our remorse on this incident and appreciation for your patronage, we are sending you a complimentary [gifted accessory name] worth [number] which will greatly enhance your experience when you use your [ordered product].
In the end, we would once again apologize to you for this unpleasant incident and the delay you had to face. Also, we would like to thank you for reaching out to us and bringing this issue to our knowledge, this helps us improve the customer service experience you get when you visit our outlets. We look forward to your kind benefaction in the future.
Yours sincerely,
[Your Name]
[Address]
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