COMPLAINT LETTER


Dear [Client's Name],

Thank you for reaching out and bringing your concerns to our attention. I want to sincerely apologise for the experience you had and any inconvenience it may have caused. At [Your Company Name], we strive to provide the highest level of service, and it’s clear we fell short in this instance.
We take all feedback seriously, and I want to assure you that your complaint has been thoroughly reviewed. [Briefly acknowledge the issue – e.g., “We understand that the delay in delivery was frustrating and not in line with your expectations or our standards.”]
As a result, we are taking the following steps to address the issue:
· [List any actions taken: investigation, resolution steps, staff training, compensation, etc.]
· [Optional: Offer a goodwill gesture or compensation if appropriate.]
Please know that your satisfaction is very important to us, and we are committed to making things right. If there is anything further, we can do to assist you or if you have any additional concerns, don’t hesitate to reach out to me directly at [Your Phone Number] or [Your Email Address].
Once again, thank you for your feedback. We value your business and appreciate the opportunity to improve.
Warm regards,
[Your Full Name]
[Your Position]
[Company Name]
[Contact Information]
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