[Company Name]
[Address, CITY, STATE, Zip]
[Contact]
[Email]
To
[Recipient Name]
Dear Anderson,
Here is Lee, the branch manager of stars marketing company. Through this letter, I want to seek your apology on behalf of my company. I cannot measure the extent of inconvenience that has been caused to you by the negligence of Ms. Sara, who is working as customer service representatives in our company. 
I want to mention here that upon receiving your request on the 12th of August 20XX, I directed the aforementioned to send you the invoice details for the month of July. But I am very sorry to know that she not only sent you the wrong invoice through email attachment but also caused you some serious problems. This act of negligence also caused some problems for our accounts department. 
I must admit here that more than normal vigilance should have been exhibited by her while sending the emails to our potential clients like you. It was really a surprising thing for me because such a mistake was not expected from her since she had been trained by a renowned professional at the time of joining.
We believe in quality and strive hard to provide the best services to our customers and that is why they trust us. since we value our respected customers, therefore we have implemented a zero-tolerance policy for any act of negligence by our employees. It was a mistake which caused inconvenience for you and we seek an apology for this mistake. We will not only make sure to eliminate any chance of such a mistake in the future but also set an example for other employees to follow.
[bookmark: _GoBack]As compensation, the company is sending you a cheque of $200 which can be used at any of our outlets for shopping purposes only. We promise you to provide you the best services and assure you that such an incident would never take place in the future.
Yours faithfully,
XYZ
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