Apology Letter for Wrong Transaction

Subject: Apology for Wrong Transaction

Dear [Recipient's Name],

| am writing this letter to sincerely apologize for a recent transaction error that occurred on [date] at
[time]. | am deeply sorry for any inconvenience and confusion this may have caused you.

| understand that the incorrect transaction has caused inconvenience, and | take full responsibility
for the mistake. Please be assured that this was an unintended error and steps have been taken to
rectify it promptly. We have already initiated the process to reverse the transaction and ensure that
the correct amount is credited back to your account.

| want to assure you that this incident is being treated with the utmost urgency. We value your
patronage and trust, and | would like to personally apologize for any distress or inconvenience you
may have experienced as a result of this error.

As a gesture of goodwill, we would like to offer you [appropriate compensation or offer, if applicable].
We hope that this gesture can help alleviate any inconvenience and demonstrate our commitment to
rectifying the situation.

Please do not hesitate to contact our customer support team at [customer support number] or reply
to this letter if you have any further questions or concerns. We are dedicated to resolving this issue
promptly and to ensuring that your satisfaction is restored.

Once again, | apologize for any inconvenience caused by this error, and | assure you that we have
taken immediate action to rectify the situation. We value your business and appreciate your
understanding in this matter.

Thank you for your attention, and we look forward to serving you better in the future.

Sincerely,

[Your Name]

[Your Position]

[Company Name]



