(Date of Letter)

(Nanme of Conpany)

(Room H oor or P. O Box)

(Street Address)

(Cty, State and Zip Code)
RE: Refund for Overpaynent

Dear Accounting Clerk:

Subsequent to ny paynent posted the day of
(nmonth/year), it was noted that the anpunt paid was in excess of the billing
statement. In review of ny records, it is apparent that | have overpaid ny
account in the ampunt of $ . In conjunction with the foregoing, it

is respectfully requested that the refund be directed to the undersigned or the
anount be credited to ny account with evidence of that credit to the undersigned
Wit hin the next days.

Shoul d your records differ in any way with the foregoing, please provide

i mredi ate notice to the undersigned. Oherwise, | anticipate the refund within
days, as noted above, or a credit to ny account with witten acknow edgnent from
you within days, as noted above. Thanking you in advance for your inmediate
attention.

Very truly yours,

(Si gnature)

(Addr ess)

(City, State and Zi p Code)

(Phone Nunber)
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