
Letter of Clarification for Payment Record 

Validation 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to clarify certain details regarding our payment 

records as part of our ongoing validation process. 

Upon review, we have noticed discrepancies related to the payments made on [insert relevant 

dates]. Specifically, we would like to confirm the following details: 

• Payment Amount: [Insert Amount] 

• Transaction ID: [Insert Transaction ID] 

• Date of Payment: [Insert Date] 

We kindly request your assistance in verifying these details at your earliest convenience. Your 

cooperation is greatly appreciated, and this will help us ensure that our accounting records are 

accurate. 

Thank you for your attention to this matter. Please feel free to reach out if you need any further 

information or clarification. 

 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Company Name] 

[Your Contact Information] 


