
Refund Request 

Date: [Insert Date] 

To: [Company Name] 

Address: [Company Address] 

Dear [Customer Service Team/Specific Contact], 

I am writing to request a refund for the transaction made on [Insert Transaction Date] for the 

amount of [Insert Amount]. The transaction ID is [Insert Transaction ID]. 

The reason for the refund request is as follows: 

• [Reason 1] 

• [Reason 2] 

• [Additional Details] 

Please find attached any supporting documents, including receipts and correspondence related to 

this transaction. 

I appreciate your prompt attention to this matter and look forward to your reply. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Address] 

[Your Email] 

[Your Phone Number] 


