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Adjustment



	From:
	e-mail address

	To:
	e-mail address

	CC:
	e-mail address

	Sent:
	date

	Attachments:
	Credit Note number

	Subject:
	Discount on invoice No. number

	Dear name
Thank you for your e-mail of date concerning our statement for September.

We have indeed forgotten to deduct number % from the invoice No. number, as promised by name. Please accept our apologies for this oversight which could only occur because three persons from the accounting department were on sick leave at the same time and the only colleague left to deal with this matter was totally overburdened with work.

In the meantime the error has been rectified and I have credited £ number to your account. I am sending you the respective credit note as an attachment.

Thank you very much for your understanding. We look forward to serving you again in the near future.

Best wishes

name
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