
Invoice Refund Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a refund for the services 

rendered as per Invoice #[Invoice Number], dated [Invoice Date]. Unfortunately, the service 

provided did not meet the expectations outlined in our agreement, leading to my dissatisfaction. 

Despite my efforts to communicate my concerns regarding the service quality, I regret to say that 

the issues remain unresolved. As a result, I believe a refund is warranted. 

For your reference, I have attached a copy of the invoice and any supporting documents related 

to our agreement. 

Please let me know the process for initiating this refund and the expected timeline. I appreciate 

your attention to this matter and look forward to your prompt response. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 


