Dear Mr. Jones,
We at (company name) would like to sincerely apologize for the work delay that we have caused you. We were well aware of the deadline that both parties set and had done all the work accordingly. However, a day before the deadline, there was a technical problem on all of our office’s computers where all our work was stored. All we had to do was send over our work to your team, but we were unable to because none of the computers would start.
We know how much of an inconvenience this delay has caused you so we would like to offer 50% off of our services for your next project with us.
Again, we sincerely apologize for our mistake and hope that you will forgive us. We assure you such things will not happen in the future.
Thank you,
Company Name
