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Dear Amazon,
I am writing to you to concerning the cancellation of an order for an item, whose order was made on 25/9/2021. The order number was ER7658. It turned out that after I made the order, I realized that I didn’t need the item since an urgent matter came up that needed me to travel to attend to it. 
I apologize for any inconvenience that my order cancellation might have caused the company, but I did not anticipate this situation.  It was more of a last minute adjustment that had to be taken care and it could not be avoided for any reason whatsoever. I have been using your services for the longest time possible and I have good history with your company therefore I would like you to consider this as a small hitch on my side that could not be avoided. 
Therefore, I would love that you confirm that you received my cancellation request. Also, please refund my deposit for the item that I had ordered. I have attached letter copies of the invoice and the receipt for your own reference.  Your cooperation will be highly appreciated. 


Apology Statement 
Dear Customer,
The UPS Company would like to take this opportunity to apologize for messing up your orders and mixing up the packages. The company’s careless mistake almost cost us our most important client, and it has made us to look ill-prepared in instances where a client places more than one order simultaneously. 
The service delivery industry is built on customer satisfaction. A satisfied customer implies trust and loyalty thereby resulting in increase in revenue. Therefore, UPS’s lack of preparation not only damaged its image but it also tarnished the trust between customer and the company.  
I understand that the company cannot undo the damage from the carelessness, but I want to assure you that it will never happen again. The company is currently developing new strategies that are anchored on ensuring that the employees never forget to recheck a client’s order especially those with multiple orders. 
I greatly trust that this incidence will not in any way hurt the existing loyalty that you continued to show over the years. The restoration of faith on UPS’s services is something that will take time sink again into you, but the company will be willing to do what it takes to rectify the mistake.  Once again sorry for the whole incidence and feel welcomed on your next visit. 
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