
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to sincerely apologize 

for [specific issue or incident]. I understand how this may have affected 

you and your team, and I deeply regret any inconvenience it may have 

caused.  

At [Your Company], we value our relationship with [Recipient's Company] 

and are committed to maintaining the highest standards of service. We are 

taking steps to ensure that such an incident does not occur in the 

future, including [briefly outline actions taken].  

Thank you for your understanding and patience in this matter. I 

appreciate the opportunity to address this situation, and I am hopeful we 

can move forward positively.  

Please feel free to reach out to me directly if you have any further 

concerns or need assistance.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company] 


