Overpayment refund request: payment exceeded invoice
[Date] 

[Recipient's name] 

[Recipient's position] 

[Recipient's company/business] 

[Recipient's address] 

Dear [name] 

We recently received an invoice from your company, no.[number] dated [date]. 

While 1st the invoice was for $[amount], our records indicate that on [date] we sent you a cheque for $[amount]. 

Please arrange for a refund to be forwarded immediately in the amount of $[amount]. If you are unable to raise refund cheques, we request that our account be credited with the amount of the overpayment. 

Yours faithfully,

[Signature] 

[Your name] 

[Your title (optional)] 

납입초과액의 환불 요청에 따른 공문
대금지급시 초과되었던 초과액을 환불해주겠다는 공문으로 초과액을 명시하고 있고, 만일 환불수표를 인출할 수 없다면 신용한도를 높여주겠다는 환불요청에 따른 서신
