Date:
To
[The Recipient]
[Designation]
Dear Ms. Anne Johnathan,
Good day. I am writing to address the situation that was discussed at the meeting today. Our client had ordered party items for her event which was scheduled for 1st October 20XX. Due to a miscommunication that happened on my part, I accidentally misinformed the team on the date of the event due to which the food items were prepared a day ahead. 
I understand that this caused the food to go to waste as we cannot deliver day-old food items to the client. I apologize for the financial loss caused to the company by this miscommunication. Also, I take full responsibility for this mishap and the wastage of company resources.
In order to make amends, I am ready to pay the amount from this month’s salary to compensate for the food waste. Moreover, as we still have a day to the actual event, I will look over the food preparation myself and make sure everything is perfect this time. I will personally deliver freshly made food items to our client. I hope that you will accept my apologies and my reparation measures in this regard. 
I hope that this inconvenience will not result in strict measures being taken against me as I have been a sincere worker for the past two years at this company. This is the first time that an incident like this has occurred due to miscommunication on my part. I assure you that this will never be repeated in the future.
Thank you very much for your consideration. I look forward to hearing from you.
Regards,
Mr. Richard Parker.
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