


To
[The Recipient Name]
[Business Name]
I [title] [name] am writing to you from [department name] in reference to your complaint that your details entered in the office database are incorrect. We sincerely apologize for this mistake. Although we had circulated an email to the entire office before uploading it to the database, requesting everyone to confirm the information entered against their name as it was easier to rectify the error then. No response to the email was meant to signify that the information is correct.
Please provide us with the correct information now i.e., your date of birth, year of completion of your degree, and permanent address. It would be updated in the database within [number] days after you provide us with the information.
Regretting the inconvenience, you faced and hoping to rectify it ASAP,
Yours Sincerely,
[Your Name]
[Business Name]
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