Apology Letter to Business Client
To,

Joseph Walt

Business Client

House Number 34, Main Park Street

Birmingham

UK

26th April 20XX

Subject: Apology letter to business client

Respected Mr. Walt,

We have received your letter dated 20th April 20XX and have thoroughly reviewed the complaint that you have forwarded to us. We owe you our deepest apologies for the inconvenience caused to you. With this letter, we would like to apologise for the lack of professionalism that our business agency have shown towards our esteemed client like you.

As mentioned by you, we have checked with our business agent regarding the delayed service of the bulk order. He has accepted his mistake and has informed us that your order got delayed by 4 days. We truly understand the inconvenience and troubles that you must have faced and we are taking serious actions to make sure that such kind of delay is not repeated in the future. We deeply value the relationship and clientele that we have built with you and we once again apologise for the same.

In regards to the relationship that we have built with you for so many years, we are offering you 2 months of free delivery services. This is the least that we can do to serve you with the best of our services. If you still have any questions or complaints regarding this matter, please feel free to contact us on 48483949.

We are once again sorry for the inconveniences caused to you.

Sincerely,

Leo Paul

Sales Head

Fortune Business Agency
