[Your Name]
[Your Address Line 1]
[Your Address Line 2]

[Recipient / Company Name]
[Department or Contact Person — optional]
[Company Address Line]

[Date]

Subject: Refund Request for [Product / Service / Payment Reference]

Greeting:
Dear [Name / Customer Support / Sir or Madam],
Paragraph 1 — Refund Request Statement
[Clearly state that you are requesting a refund.]
[Specify the product, service, booking, or payment concerned.]
Paragraph 2 — Payment or Account Details
[Provide essential identifiers such as:]
[Order Number / Transaction Reference]
[Account Number / Customer ID — if applicable]
[Payment Date and Amount]
Paragraph 3 — Reason for the Refund
[Briefly explain the reason for the refund.]
[Examples: cancelled service, duplicate payment, returned product.]
Paragraph 4 — Requested Refund Details
[State the refund amount you are requesting.]
[Optionally mention the preferred refund method.]
Paragraph 5 — Confirmation Request
[Request written confirmation of the refund.]
[Optionally ask about the expected processing time.]

Closing:
Sincerely,
[Your Name]
[Signature — if required]

