BUSINESS APOLOGY LETTER TEMPLATE

[COMPANY LETTERHEAD]

[DATE]

[RECIPIENT NAME]

[RECIPIENT TITLE]

[RECIPIENT COMPANY NAME]

[RECIPIENT STREET ADDRESS]

[RECIPIENT CITY, STATE, ZIP CODE]

RE: APOLOGY FOR [BRIEF DESCRIPTION OF ISSUE]

[SALUTATION] [RECIPIENT NAME],

1. INTRODUCTION AND PURPOSE

1.1 Purpose of Letter: This letter serves as a formal apology from [COMPANY NAME] to [RECIPIENT NAME] regarding [BRIEF DESCRIPTION OF ISSUE].

1.2 Sender Information: This letter is issued by [SENDER NAME], [SENDER TITLE], on behalf of [COMPANY NAME], located at [COMPANY STREET ADDRESS], [COMPANY CITY, STATE, ZIP CODE].

1.3 Date of Incident: The incident or issue occurred on or about [DATE OF INCIDENT].

2. DESCRIPTION OF THE ISSUE

2.1 Summary of Events: [PROVIDE A CLEAR AND FACTUAL DESCRIPTION OF WHAT HAPPENED].

2.2 Impact on Recipient: [DESCRIBE HOW THE ISSUE AFFECTED THE RECIPIENT, INCLUDING ANY INCONVENIENCE, LOSS, OR HARM].

2.3 Acknowledgment of Responsibility: [COMPANY NAME] acknowledges its role in the matter and accepts responsibility for [SPECIFIC ASPECT OF RESPONSIBILITY].

3. EXPRESSION OF APOLOGY

3.1 Formal Apology: On behalf of [COMPANY NAME], I sincerely apologize for [SPECIFIC ISSUE OR CONDUCT].

3.2 Sincerity Statement: We deeply regret any inconvenience, frustration, or harm this may have caused you.

3.3 No Excuses: We do not wish to make excuses for what occurred, and we take this matter seriously.

4. EXPLANATION AND CONTEXT

4.1 Root Cause: The issue arose due to [EXPLAIN THE CAUSE OR CIRCUMSTANCES WITHOUT DEFLECTING BLAME].

4.2 Corrective Measures Already Taken: [DESCRIBE ANY IMMEDIATE STEPS ALREADY TAKEN TO ADDRESS THE ISSUE].

4.3 Preventive Measures: To prevent recurrence, we have implemented or will implement [DESCRIBE PREVENTIVE ACTIONS].

5. REMEDY AND COMPENSATION

5.1 Offered Remedy: As a gesture of goodwill, [COMPANY NAME] offers [DESCRIBE REMEDY, SUCH AS REFUND, REPLACEMENT, DISCOUNT, OR OTHER COMPENSATION].

5.2 Timeline for Remedy: The remedy will be provided by [DATE OR TIMEFRAME].

5.3 Contact for Remedy: Please contact [CONTACT PERSON NAME] at [CONTACT PHONE NUMBER] or [CONTACT EMAIL ADDRESS] to arrange the remedy.

6. FUTURE ASSURANCES

6.1 Commitment to Improvement: We are committed to improving our [PRODUCT/SERVICE/PROCESS] to ensure this does not happen again.

6.2 Ongoing Communication: We will keep you informed of any further developments regarding this matter.

6.3 Request for Feedback: We welcome any feedback you may have and value your continued relationship with us.

7. CLOSING

7.1 Reiteration of Apology: Once again, please accept our sincere apologies for [BRIEF RESTATEMENT OF ISSUE].

7.2 Hope for Continued Relationship: We hope to have the opportunity to restore your confidence in [COMPANY NAME].

7.3 Closing Salutation: Thank you for your understanding and patience.

Sincerely,

[SENDER NAME]

[SENDER TITLE]

[COMPANY NAME]

[COMPANY STREET ADDRESS]

[COMPANY CITY, STATE, ZIP CODE]

[COMPANY PHONE NUMBER]

[COMPANY EMAIL ADDRESS]

CC: [CC RECIPIENT NAME, TITLE, COMPANY]

Enclosures: [LIST ANY ENCLOSURES, IF APPLICABLE]
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