
Request for Refund 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally appeal for a refund regarding 

invoice number [Invoice Number], dated [Invoice Date]. After a thorough review of the invoice, 

I believe there has been an error that necessitates a refund. 

[Briefly explain the reason for the refund request, mentioning any discrepancies, agreed terms, or 

services not rendered, etc.]. 

Attached are copies of the relevant documents, including the invoice, correspondence related to 

the matter, and any supporting evidence for your review. 

I kindly request that you consider my appeal for a refund of [Amount] at your earliest 

convenience. Should you need any additional information, please feel free to contact me at [Your 

Phone Number] or [Your Email Address]. 

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

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 


