Payment Sequence Correction Request

Date: [Insert Date]

To: [Insert Recipient's Name]

[Insert Recipient's Title]

[Insert Company/Organization Name]
[Insert Company Address]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to formally request a correction regarding the
payment sequence related to my account, [Insert Account Number or Reference].

On [Insert Date of Transaction], | made a payment of [Insert Amount], but it appears that there
was an error in the sequence of recorded transactions. The payment has not been reflected
correctly, which has resulted in [mention any issues the error has caused].

| kindly ask you to review the payment records and make the necessary corrections at your
earliest convenience. | have attached all relevant documentation to support my request.

Thank you for your attention to this matter. Please let me know if you require any further
information or documentation.

Sincerely,

[Your Name]

[Your Title]

[Your Company/Organization Name]
[Your Contact Information]



