Apology Letter for Financial Error at Work

[Your Name]

[Your Position]
[Company Name]
[Company Address]
[City, State, ZIP Code]
[Email Address]

[Date]

[Recipient's Namne]
[Recipient's Position]
[Company/Department Name]

Dear [Recipient's Name],

I am writing to formally apologize for the financial error that occurred on [date or timeframe], which resulted in [briefly describe the mistake a€*
e.g., an inaccurate entry, overpayment/underpayment, or other specific issue].

I take full responsibility for this mistake. Upon reviewing the matter, I realized that [briefly explain the cause of the error, e.g,, due to a
miscalculation, oversight in documentation, or misunderstanding of a process]. I understand the importance of accuracy in financial operations, and
I sincerely regret any inconvenience or disruption this may have caused to you and the teanm/department.

Please be assured that I have taken immediate steps to correct the error, including [describe corrective actions taken, e.g., issuing correct
payments, updating records, or notifying accounting]. In addition, I have implemented new measures to help prevent such errors from happening
again, such as [mention any process improvements, double-checking work, or seeking additional training].

I deeply value the trust placed in me and am committed to upholding the highest standards of accuracy and integrity in my work. Thank you for
your understanding and patience as [ work to resolve this matter swiftly and efficiently.

If you have any further questions or require additional information, please do not hesitate to contact me directly. Once again, I apologize for any
trouble caused and appreciate your consideration.

Sincerely,
[Your Name]
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