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Introduction 

This kind of apology letter is written when a customer companions regarding a product or material to 

the shop or departmental store. An apology letter is therefore given by the store to the customer on 

receiving the complaint from him or her. Mistakes keep happening from time to time and to rectify it 

we need to write apology letters.  

Writing apology letters are always better than asking for apology via call or text message. So if you 

ever receive a complaint from your customer do not hesitate to write an apology letter. 

Apology letter in response to customer complaint Tips 

Here are some of the helpful tips to write an apology letter in response to customer complaint 

•  The subject should be clear 

•  Do not make spelling mistakes 

•  The letter should be grammatically correct 

•  Ask for an apology and promise to never commit the same mistake again 

•  Keep the language of the letter formal and at the same time polite  

•  Address the customer while writing the letter 
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Sample Apology letter in response to customer complaint 

From,  

__________  

__________ 

__________ 

__________ 

           

Date: _____ (Date on Which Letter is Written) 

To,  

__________  

__________  

__________ 

__________ 

Subject:  Apology letter in response to customer complaint 

Dear Sir, 

I the executive manger of XYZ store apologize on behalf of all the staffs to you for delivering expired 

food product two days back. I realized my mistake this morning after receiving your complaint letter 

and hence writing this apology letter to you. You had ordered for the product two days back and while 

delivering it, we somehow did not notice the expiry date of the product. 

I know it is our mistake and its consumption would have caused you severe problems. We deeply 

apologize for our mistake and promise to never deliver expired food products in future. Also we 

suggest you to check the expiry date of the product before opening the seal. Once again we apologize 

to you and you can trust us as will see to it that such mistakes are not committed in the future. 

Contact no : 

Email id: 

Thanking You 

Yours truly, 

Name and Signature 
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Apology letter in response to customer complaint Template 

From,  

__________  

__________ 

__________ 

__________ 

           

Date: _____ (Date on Which Letter is Written) 

To,  

__________  

__________  

__________ 

__________ 

Subject: Apology letter in response to customer complaint 

Dear _____(Sir or Madam), 

I _______________(What is your name and designation?) on behalf of my company ____________ 

(What is the name of your company?) sincerely apologize to you. We have received a notice from you 

that you purchased an expired medicine made by our company. We hereby inform you that this was 

unintentional and the packet of expired medicine went along with the unexpired packets. I know that 

if you would have consumed the medicine the result could have been dangerous. 
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Therefore we always advise that please see the date of expiry before consuming any of the products. 

We are ready to pay the fine amount mentioned by you in your notice. However, we request you not 

to take the matter to consumer court. I hope you will accept our apology and kindly act in our favor. 

Hope to hear something positive from you. 

Thanking You 

Yours truly, 

Name and Signature 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


