
Customer Apology Loss Explanation Letter
Date: June 23, 2024
To: [Customer Name]
Address: [Customer Address]

Dear [Customer Name],

We are writing to sincerely apologize for the recent loss you experienced regarding [specific loss/issue, e.g.,
your recent order, account, shipment, etc.]. We deeply value your relationship with us and understand how this
incident may have caused inconvenience to you.

On [date of incident], it was brought to our attention that [brief explanation of the loss, e.g., your package was
misplaced during transit/your funds were not credited due to a system error/etc.]. After a thorough
investigation, we determined that the loss occurred due to [explanation of cause, e.g., unforeseen technical
errors, human oversight, or external factors].

We accept full responsibility for this mistake and want to assure you that we are actively taking steps to rectify
the issue. Our team has already [mention corrective actions taken, e.g., processed a replacement, initiated a
refund, reviewed procedures, etc.], and we are implementing enhanced measures to prevent similar incidents
in the future.

Once again, we sincerely apologize for any distress or inconvenience this may have caused. Thank you for
your understanding and continued trust in us.

If you have any further questions or require assistance, please do not hesitate to contact us at [contact
information].

Sincerely,
[Your Name]
[Your Position]
[Company Name]
[Contact Details]

Important Notes:
Always state the issue clearly and accept responsibility where applicable.
Explain the cause and actions taken to resolve the problem.
Maintain a polite, empathetic, and professional tone throughout.
Provide clear contact information for further queries.
Keep a record of all communication related to apologies and loss explanations.
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