[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[Recipient Name]
Subject: Approval of payment of travel expenses

Dear Customer,
We are writing this letter to express our apology for sending the wrong invoice as your billing calculation, on Date: 21st March, 20XX.
We have checked the invoice number: 00026782 again and counter identified the same problems as listed in your letter under the subject of Request for Revised Invoice. It seems that our billing team miscalculated the number of goods and payment procedures. Although we have the latest automated system in our offices, still the item amount and payment can apprehend common human errors.
We thank you for pointing out these errors at our end. The updated invoice would be attached to this letter and we can comprehend the payment with your next purchase. Our business relationship with your company is utterly important and we appreciate your cooperation, as your company did not make a fuss out of this mistake.
I again apologize for the caused trouble and thank you for your patience. We look forward to our awaited business future.
[bookmark: _GoBack]Yours Sincerely,
[XYZ]
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