
Payment Discrepancy Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you about a discrepancy related 

to the payment received on [Insert Date]. Our records indicate that the amount received was 

[Insert Amount] whereas the expected amount was [Insert Expected Amount]. 

We kindly request your assistance in reviewing this matter at your earliest convenience. Please 

provide any relevant information or documentation that may help us resolve this issue. 

If you have any questions or require further clarification, please do not hesitate to contact us at 

[Insert Contact Information]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


