#25 Apology E-mail:
Many times when a customer is irate, he just wants to be heard and acknowledged. A simple apology letter can go a long way to smoothing out ruffled feathers.  An unhappy customer can cost you a lot of money in negative word of mouth advertising. It’s best to nip it in the bud as quickly as possible.

To:

From:

Subject: Please let me make this right…

Dear <Name>,

I just learned about the frustration you experienced with our company.  I wanted to write you personally and apologize for any inconvenience this may have caused you.

Please know that the last thing we wanted to do was to upset a valuable client like yourself, and please rest assured that I will do everything in my power to fix this situation.

Please give me a call at xxx-xxxx so we can talk about this and so you can let me know how I can best resolve this situation for you.

Of course you will receive a full refund, but I’d like to make this right for you and have us resolve this on a good note.

Thank you for your time, and I hope to hear from you soon.

Sincerely,

<Your name>

