
Payment Discrepancy Discussion 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss a discrepancy I have noticed 

regarding the recent payment for [insert service or product]. After reviewing our records, it 

appears that the amount received on [insert date] does not match the invoiced total of [insert 

amount]. 

The details of the transaction are as follows: 

• Invoice Number: [Insert Invoice Number] 

• Invoice Date: [Insert Invoice Date] 

• Amount Invoiced: [Insert Amount] 

• Amount Received: [Insert Amount] 

I would appreciate it if you could look into this matter at your earliest convenience. Please let me 

know if any further information is needed from my side to expedite the resolution. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


