To
[The Recipient Name]
[Address]
Good day! I am writing on behalf of Capital Telecom Company. We wish to inform you that we erroneously overbilled you for the month of October for your telephone usage. After you pointed out the error to us, we investigated this matter at our end and found out the discrepancy. 
According to our records, your bill amounted to USD 90 whereas due to a printing error, you were billed USD 190. We sincerely apologize for this mistake and take full responsibility for it. We will adjust the difference in your next month’s bill and hopefully, this will not be repeated.
You are our valuable customer and have been using our service for quite a long time. We appreciate your sincerity with our company. We understand that this error in billing has caused you inconvenience as you had to pay almost double the amount that you usually pay. Please accept our sincerest apologies. 
We appreciate you reaching out to us and identifying the error and giving us an opportunity to resolve it. We do however request you to please give us a little margin of human error as most of the work is done manually by our employees. We are in the process of shifting to more automated procedures and office operations which will ensure seamless and error-free service to our valuable customers. Thank you for your cooperation and we hope that this will not affect our business relation.
Regards.
Emre John
Manager Capital Telecom.
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