Payment Processing Error Report

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Payment Processing Error Report
Dear [Recipient's Name],

| am writing to inform you about a payment processing error that occurred on [insert date of
transaction]. The details of the transaction are as follows:

e Transaction ID: [Insert Transaction 1D]

e Amount: [Insert Amount]

o Payment Method: [Insert Payment Method]

« Error Description: [Insert Error Description]

We have investigated the issue and determined that the error was caused by [insert reason for
error]. As a result, we recommend the following steps to resolve the issue:

1. [Insert Recommended Step 1]
2. [Insert Recommended Step 2]
3. [Insert Recommended Step 3]

Please let us know how you would like to proceed. We appreciate your prompt attention to this
matter and apologize for any inconvenience caused.

Thank you for your cooperation.
Sincerely,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



