Date:
To
[The Company Name]
[Address]
Dear Mr. Conan White,
I am Karen Sky, a resident of 85 Dorian Road, CA. I am writing to inform you of a recent case of the mistaken monthly bill from your company. I have been availing of your cable service since January 20XX and have been getting my bill in the mail regularly and on time.
For the month of November though, my bill was delayed by a few days. I contacted your company and they sent me a bill the same day but not only was it 10 USD more than what I usually pay monthly, but the due date mentioned on it had passed too. The due date was 15th December, but I received the bill on 17th December.
Your representative called to inform me that the bill got lost in the mail and they had to re-make it and send it to me which took a few days, which resulted in the due date being passed. He also informed me that I have to pay the late fine which is 20 dollars, as I should have informed the company about the lost bill earlier.
Please know that it wasn’t my fault that the bill got lost and I will certainly not pay a late fine as it's not justifiable. I have availed of your service for many months now and have always paid my bills on time.
I request you to please look into this matter at your earliest and resolve it. I look forward to your prompt response in this regard.
Yours sincerely,
Karen Sky.  
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