To
[The Business Name]
[Address]
Subject: Apology for error in [X]
Dear Jonathan,
We are extremely regretful for the mistake that occurred in your account. We can understand this mistake has caused a huge financial loss to you. However, we were not intended to create such an embarrassing situation for you. This letter will help us find a possible solution to the recent problem.
Although we took swift action on your complaint due to the weekend it took us two days to find out what exactly happened on [date].
Mr. Johnson has recently been appointed in this company as an assistant accounts officer. He was working with your account. Unfortunately, he credited your business payment to an account having the same name as yours. We acknowledge what happened was wrong and the company takes full responsibility for it. Meanwhile, we have taken preventive measures to eliminate the chances of such errors in the future.
Dear, we want to let you know that you are our valued customer, and we are committed to providing you with the best of our services. We might have lost our trust after this mistake. However, we are working on a comprehensive plan and taking the necessary steps to regain your confidence. Our company has purchased the latest tools and software for all departments and improving accounts handling procedures.
Today, that error has been rectified and the correct amount has also been transferred to your account. But I know this is not enough to take away that inconvenience you have faced during these days. Once again, we apologize for our huge mistake. We are confident such a mistake will not occur again.
Sincerely,
John Miller
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