Apology Email Template
Subject line
We got this wrong, {{first_name}} — and here's how we're fixing it

Sincere apology
Hi {{first_name}}, I'm sorry about {{specific_issue}}. That's not the experience you should have with us, and it's on us.

Brief explanation
Here's what happened: {{short_honest_reason}}. No excuses — we should have caught it.

How we'll make it right
To put this right, we've {{action_taken}} and {{compensation, e.g. refunded / credited / reshipped}}.

Prevention
We've also {{fix}} so this doesn't happen again.

Open door
If there's anything else, reply directly to me and I'll handle it personally.

Sign-off
Sincerely,
{{sender_name}} · {{role}}, {{company}}
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