Billing Error Letter 

Dear _____________,(Customers name) 

Thank you for bringing the errors in your ___________________ (Insert Statement Period) statement to our attention. The accounting department is now recalculating your statement, and it will be mailed today. 

We would like to apologize for any inconvenience that these errors may have created. While we understand that errors can occur, we will be researching this issue to determine what actually caused it to ensure that it does not happen again. However, if you do find any errors in future statements, please contact us and we will be happy to rectify the situation. 

Thank you for your cooperation and understanding. 

Sincerely, 

