
Apology Letter For Wrong Delivery

Subject: Apology for Wrong Delivery

Dear [Recipient's Name],

I am writing this letter to extend my sincerest apologies for the inconvenience caused due to a

wrong delivery made by our company. I deeply regret any frustration or inconvenience this may

have caused you.

On [Date of Delivery], we received an order for [Product/Package] to be delivered to your address.

Regrettably, due to an unfortunate error in our logistics system, the package was mislabeled,

resulting in it being delivered to the wrong address.

We take full responsibility for this mistake, and please be assured that we are taking immediate

steps to rectify the situation. Our customer service team has been informed, and they are actively

working on locating the package and arranging for its retrieval from the incorrect address.

Furthermore, we have implemented additional measures to ensure such errors do not recur in the

future. We are conducting a thorough review of our internal processes, enhancing training for our

staff, and implementing new quality control measures to prevent similar incidents.

Once we have successfully retrieved the package, we will expedite its delivery to the correct

address at the earliest convenience. We understand the importance of prompt and reliable service,

and we will make every effort to rectify this situation as quickly as possible.

In an effort to make amends for the inconvenience caused, we would like to offer you a

[discount/voucher/gift] as a token of our apology. Please provide your preferred contact information,

and our customer service representative will get in touch with you to discuss the details and arrange

for its delivery.

We understand that our mistake may have caused you inconvenience and frustration, and we

deeply regret any distress this may have caused. Our company values its customers greatly, and we

strive to provide excellent service. We appreciate your understanding and patience in this matter.

Should you have any further concerns or questions, please do not hesitate to contact our customer



service department at [Phone Number] or [Email Address]. We are committed to resolving this issue

to your satisfaction and restoring your faith in our company.

Once again, please accept our sincere apologies for the wrong delivery. We appreciate your

continued support and look forward to serving you better in the future.

Yours sincerely,

[Your Name]


