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Subject: Apology and Corrective Actions Regarding Shipment
Dear [Buyer Name],

We sincerely apologize for the issue you experienced with your recent shipment
(PO#12345). Upon review, the delay was caused by a packing error during final
inspection.

To resolve this, we have immediately reprocessed the affected items and arranged for
express reshipment at our cost. In addition, we’ve revised our QC checklist to include a
double-check stage prior to dispatch.

We highly value our business relationship and would like to offer a 5% discount on your
next order as a gesture of goodwill.

Thank you again for your understanding, and please feel free to reach out with any
further concerns.



Best regards,
[Your Name / Company]
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- “We understand your frustration and sincerely apologize.”

- “Immediate corrective action has been taken.”
- “We are committed to preventing this from happening again.”
- “To compensate, we propose the following...”
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- D=9 RA: “Did the replacement arrive in good condition?”

- b2 =2 M2 “We'd be happy to assist with your upcoming PO.”

- 2t 23t “Thank you for your continued trust.”
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