
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to follow up on the billing error I previously 

reported on [Insert Date of Initial Communication]. The error pertains to [brief description of the 

error]. 

I appreciate your assistance in this matter and would like to confirm the status of the resolution. 

If further information is required from my side, please do not hesitate to reach out. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


