
Letter of Contrition Regarding Billing 

Oversight 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere apologies for the recent 

oversight regarding the billing statement issued on [date of the bill]. Upon reviewing my records, 

I have come to realize that there were discrepancies that I failed to address promptly. 

It is of utmost importance to me to maintain a transparent and trustworthy relationship with your 

company, and I regret any inconvenience this oversight may have caused. Please rest assured that 

I am taking steps to prevent such issues in the future. 

I appreciate your understanding and patience in this matter. Should you require any further 

information or documentation to rectify the situation, please do not hesitate to reach out to me 

directly. 

Thank you for your attention to this matter, and I look forward to resolving it amicably. 

Sincerely, 

[Your Name] 


