Request to Resolve Payment Processing Issue

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient's Name]
[Recipient's Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to bring to your attention an issue | have
encountered regarding payment processing for my recent transaction with [Company Name].
Despite my efforts to complete the payment on [Transaction Date], the transaction appears to
have failed due to [briefly describe the issue, e.g., technical errors, incorrect billing information,
etc.].

As a result, I am unable to proceed with my order and would greatly appreciate your assistance
in resolving this matter as swiftly as possible. Could you please provide guidance on the next
steps | should take or any information you require from my side to help facilitate this process?

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

Sincerely,
[Your Name]



