[Company Name]
[Address, CITY, STATE, Zip]
[Contact]
[Email]
To
[Recipient Name]
Dear Anderson,
I, Garry, working as a customer service representative in XYZ company, am feeling extremely sorry and therefore writing you this letter to seek an apology for my mistake in the previous mail I sent you yesterday. 

In response to your request email to our company, I was supposed to send you the prices of various products along with their description. I did the same but doing so, I mentioned the price details but forgot to attach the product details. At that moment I was not able to even realize this mistake but today, as I was following up my yesterday’s emails, this mistake was revealed to me and I felt ashamed of my act of negligence.
To err is the human. This act of mine also falls under the category of human error since I did not do it deliberately. Therefore, knowing this fact, forgive me for this negligence. For the sake of compensation, I am sending you this letter and your required document along with the company’s products on which we are currently offering 50% off for a week only.
I hereby assure you that this kind of negligence will not be exhibited in the future and at the same time I again submit my apology.
[bookmark: _GoBack]Yours truly,
XYZ
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