[Company Name]
[Slogan]
[Address]
[Contact/Other Text]
Date:
RE: Error correction in salary
Dear [NAME],
On behalf of the company, I would like to offer an apology through this letter for the inconvenience you were subject to. We reckon there has been a great misunderstanding from our end regarding your previous payroll as you were not paid the due amount you deserved. I have personally inspected the whole matter as I take my employees’ rights seriously and make genuine efforts towards making the company’s environment as safe and friendly as it could get.
Because of a misapprehension, the finance department’s relevant officer confused you with another employee who had been taking unpaid leaves quite frequently. So, he deducted the amount from your invoice instead of doing it from the right person. Owing to this, your salary was decreased by a significant amount.
Nevertheless, we are glad you lured our attention to this grave issue because it would not have been solved otherwise. We also like to pay our gratitude for striking to the protocol by writing to us about this in the most professional manner.
We assure you; we will scrutinize the related individuals as per the company policies and make sure it does not happen again. Such unfortunate incidents damage the reputation of the company within and in the industry, we deal in. It also hurts the working relationship between the employees and the company as they start questioning the credibility of the ones they trust.
While this has was a challenging affair for you, we appreciate you approaching us to discuss the matter at hand. Your complaint will be resolved within 3-5 working days.
Should you have any questions, please feel free to come to my office.
Sincerely,
XYZ,
HoD
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