To
[The Recipient]
[Vendor/Bank Name]
[Address]
Dear Sir/Ma’am
I have been banking with you since [year] in the [name] branch. I don’t use my credit card very frequently. However, a few days back I had to make a payment at [vendor] and I used my credit card for that. I purchased a [product name] on [date] at [time] from [location]. 
Later when I checked my credit card bill, I realized that I have been charged double the amount. On contacting the vendor, I was informed that the problem is at the bank’s side and the customer service department of your Bank has referred me to you. I am attaching the receipt and my credit card statement.
My account number is [number].
Date of purchase [date],
Amount spent [number]
Please look into this matter at your earliest.
With regards,
[Your Name]
[Business/personal address]
[Identity Number]
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