To
[The Business Name]
[Address]
Subject: Apology for mistake occurred in [X]
Dear Andrew,
Please accept our apology for the misunderstanding which led to a serious mistake with your account on 25th June. We can understand your frustration and the level of inconvenience that might be caused because of this mistake.
We have never anticipated such a mistake but on 25th June, our accountant issued a check of 500 US$ from your saving account as per your instructions. The amount he forwarded to you was correct. However, the amount which was posted to your account was 50 US$ and it was incorrect. Andrew, our department took prompt action upon your complaint. When your account was examined, it was revealed that you received 450US$ less than the actual amount due to erroneous entry. We acted as swiftly as we could, but our central system stopped responding due to the weekend. Consequently, the remaining amount could not be posted to your account within time.
Today, we have canceled that wrong entry and posted the correct amount to your account. However, you waited for 2 more days to receive your amount and we again apologize for our mistake. I hope this mistake is not going to pollute our strong business relations. We wish to continue with you the same pleasant business relations as we had in the past. We have reprimanded our accountant for his mistake, and you are hereby assured that such an action would not happen in the future.
Your inconvenience is seriously regretted.
Sincerely,
John Miller
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