
Payment Clarification Letter 

Date: [Insert Date] 

To: 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to seek clarification regarding a recent payment. 

On [Insert Date of Payment], a payment of [Insert Amount] was made for [Insert Reason for 

Payment, e.g., invoice number or service]. However, it appears that there may be some 

discrepancies with this transaction. 

Could you please provide clarification on the following points: 

• [Insert specific question/issue 1] 

• [Insert specific question/issue 2] 

• [Insert specific question/issue 3] 

Your timely assistance in resolving this matter would be greatly appreciated. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


