Date:
To
[The Recipient]
[Address/Business]
Subject: Incorrect billing amount apology
Dear Philips,
Thank you very much for pointing out a serious mistake in our bill. We are extremely sorry for the inconvenience you might have faced because of this error. Our team has investigated the matter after your complaint and found that we sent you the wrong bill. Our billing system is not automated, and the typist made mistake while typing the billing amount. I can feel how negatively it would have affected you.
To err is the human. Keeping this fact in mind please accept our heartiest apology for the error in your billing amount. We are looking forward to upgrading our system and assure you that such a mistake would never be made in the future. You are our valued customer, and we want to serve you best. I hope you will not be annoyed anymore.
I am enclosing the original corrected bill with this letter. Please collect it and we again thank you for informing us to rectify our mistake.
Regards,
Manager
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