Date:
To
[The Recipient]
[Address/Business]
Subject: Apology for incorrect billing occurred [X]
Dear Meezo,
I am extremely sorry that you received an incorrect bill from our side. Our invoices are sometimes prepared by newly inducted persons who do not get all the necessary information about the product being purchased. The same was the situation the day you purchased from our store. I forgot to tell the billing person that you were purchasing the discounted product. Therefore, we failed to apply a 30 percent promotional discount. Please accept our sincere apology for that billing error. We checked our records as soon as you informed us. After investigating the matter, we concluded that we were by mistake.
Alongside, we want to say thank you for informing us about our mistake. You don’t need to worry about payment of this wrong bill until you receive the corrected one. We have now updated our system and such a mistake will not be repeated in the future.
I have forward a new bill request with the corrected amount to the accounts department. They have started working on it and your problem will be resolved by tomorrow. A revised bill will be posted to you thereafter. You are our respected customer. We again apologize for our mistake and request you to neglect it.
Thank you for your patience.
Regards,
Manager
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