Goodwill Gesture Letter

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

| hope this letter finds you well. | am writing to express my sincere apologies for any inconvenience
or misunderstanding that may have arisen due to [briefly explain the situation]. It was never my
intention for this matter to cause any distress or hardship, and | deeply regret any negative impact it
may have had.

| understand that your satisfaction is of utmost importance, and | am committed to rectifying the
situation in a manner that is fair and respectful. As a gesture of goodwill, | would like to extend
[describe the gesture you are offering, such as a discount, refund, replacement, or additional
service] to help make amends for any frustration you may have experienced.

Please know that your feedback is invaluable to us, and we are dedicated to improving our services
based on your insights. We greatly value your continued support and would like to assure you that
we are taking proactive steps to prevent such situations from occurring in the future.

Once again, | apologize for any inconvenience this may have caused. Your satisfaction is
paramount to us, and we are committed to restoring your trust in our company. If you have any
further concerns or questions, please feel free to contact me directly at [your phone number] or [your

email address].



Thank you for your understanding and giving us the opportunity to make things right. We look
forward to serving you better in the future.

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]

[Your Company Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]



