
Simple and quick refund request

Subject: Refund Request

Dear [Recipient's Name],

I am requesting a refund of the down payment of [amount] made on [date] for [product/service]. As

the purchase will not be proceeding, I kindly ask that you process the refund at the earliest

convenience.

Thank you for your prompt response.

Best,  

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/request-letter-for-refund-of-down-payment


