Sample letter seeking a correction in billing error

This is to inform that we have recently owned the flat 34-A, henry Park society, Epson Road, New Delhi in the month of January. Entire electricity bill for the previous months were already paid off. As there were amendments and changes that need to be done in our name last month we have been working on the same. Being the new owner of the flat we had to legally transfer the rights to get the bill in new house owner’s name. I have attached all the required proofs and documents that were needed to process the new upcoming electricity bill in our credentials. After all the activities and procedures we also the confirmation from electricity office stating that the changes are done and all the further billing will be done on the given credentials.

In February we received the bill on time and all the details were correctly mentioned as stated in the supported documents. But at the same time the bill was including the amount due for the month of December last year also, though the same was being paid off by the former owner of the flat. As per the discussion held with one of your officers I am again attaching the proof of residence along with other documents so that you can rectify the errors as soon as possible.

Please let me know if you need any further information in order to get the rectification done in this month electricity bill.
