
Payment Discrepancy Resolution 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

We are writing to bring to your attention certain discrepancies we have identified concerning our 

recent transactions. After reviewing the payment records for [insert period or transaction details], 

we have noticed the following issues: 

• Invoice Number: [Insert Invoice Number] - Expected Amount: $[Amount] - Received 

Amount: $[Amount] 

• Invoice Number: [Insert Invoice Number] - Expected Amount: $[Amount] - Received 

Amount: $[Amount] 

We kindly ask you to review these discrepancies at your earliest convenience. If there are any 

missing documents or further information required from our side, please let us know. 

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

finalize this issue. 

 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


