
Payment Statement Correction Request 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, ZIP Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request a correction to my payment statement 

dated [Insert Statement Date]. Upon reviewing the statement, I noticed a discrepancy that 

requires your attention. 

Specifically, the amount listed as [Insert Incorrect Amount] should be corrected to [Insert 

Correct Amount]. This error appears to be the result of [Briefly explain the reason for the 

correction, if applicable]. 

Attached to this letter, you will find supporting documents that verify my claims and provide 

further context regarding the requested correction. 

I kindly ask that you review this matter at your earliest convenience and issue a corrected 

payment statement. Thank you for your prompt attention to this issue. 

Should you need any further information or clarification, please do not hesitate to contact me at 

[Your Phone Number] or [Your Email Address]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Your Phone Number] 



[Your Email Address] 


