
Letter of Acknowledgment for Data Entry 

Error 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

We would like to acknowledge the data entry error that occurred on [insert specific date]. We 

understand the impact this situation may have caused and would like to sincerely apologize for 

any inconvenience it may have resulted in. 

Upon reviewing the data, we have identified the discrepancies and are taking the necessary steps 

to correct them. The following actions will be implemented to prevent future occurrences: 

• Increased training for our data entry staff. 

• Enhanced data verification processes. 

• Regular audits of data entries. 

We appreciate your understanding and patience in this matter. If you have any further questions 

or require additional information, please do not hesitate to contact us at [Your Contact 

Information]. 

Thank you for your attention to this matter. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 



[City, State, Zip Code] 

[Your Contact Information] 


