
[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

 

[Date] 

 

[Recipient's Name] 

[Company Name] 

[Address] 

[City, State, ZIP Code] 

Subject: Request for Refund 

Dear [Recipient's Name], 

 

I hope this letter finds you well. My name is [Your Name], and I am writing to request a refund for 

[product or service purchased] on [date of purchase]. 

I am dissatisfied with the [product/service] for the following reasons: [provide a brief explanation of the 

issues or concerns]. I believe that the [product/service] does not meet the standards as described in 

your [advertisement/website/contract]. 

I have attached copies of the relevant documents, including the receipt and any supporting evidence of 

the issues I have encountered. I kindly request that you review my case and process a refund at your 

earliest convenience. 

I understand that [company name] values its customers, and I trust that this matter will be addressed 

promptly. Please let me know if you require any additional information or documentation from my end 

to facilitate the resolution process. 

I appreciate your attention to this matter and look forward to a timely resolution. Thank you for your 

understanding and cooperation. 

 

Sincerely, 

[Your Name] 

[Your Signature] 


