[Company Name]
[Address, CITY, STATE, Zip]
[Contact]
[Email]
To
[Recipient Name]
Dear Ben,
I am Anderson, working as an assistant manager in XYZ Company. Today I received an email earlier in the morning in which you have submitted a complaint against one of our customer services officers that he did not provide you the required document but sent you the blank email instead. As we usually do, I took your email seriously and investigated the matter by myself.
Soon I found that what you were on right and our representative, Mr. Lee sent you that email. He admitted his mistake that he had to go somewhere in the town with the family and therefore while sending you the email, forgot to attach your required document.
Quality in terms of customer satisfaction is our hallmark and we don’t compromise on it since we have adopted a zero-tolerance policy in this regard. Admitting the mistake, I hereby submit the apology on my company’s behalf for this act of negligence and non-professionalism. At the same time, I assure you that this kind of activity will not be repeated in the future. The above-mentioned employee has also been reprimanded by the manager and asked for a written explanation for his mistake.
[bookmark: _GoBack]I hope you will continue doing business with us and the said mistake will not affect our relationship in any dimension. Once again sorry for the inconvenience you have encountered due to us.
Yours truly,
XYZ
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