[Senders Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Letter Date]

[Recipients Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

[bookmark: _GoBack]I was going over the receipts of my payments for my phone bills and was reminded that last month, my payment was $150 more than the actual bill. This month too, I paid for the exact amount due; that means I still have a floating credit of $150. I would like to request for that amount to be refunded to me through a check. You can just mail the check to the address that I registered. Just contact me for any clarification. Thank you.

Sincerely, 

[Senders Name]
[Senders Title] -Optional-
