[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
To
[The Recipient]
[bookmark: _GoBack]Subject: Request letter to change invoice with revised rates

Dear Johnson,
I am Brett Lee, a regular customer of your company. I am writing you this letter to draw your attention to an error in the invoice regarding product rates. Owing to this, I want you to change this invoice of mine with a new one based on revised rates. Every month, I do hope from your company and I had never faced such a condition before. But this time the invoice that has been generated on the 12th of August 20XX has been found to contain definite errors regarding product rates that have been revised.  
On the 12th of August, I purchased a set of 4 chairs from your company outlet located at [name of place]. The price of each piece was USD 90, and I was charged at the same rate for that purchase. On reaching my office, I checked from your company’s website and found that there has been a significant reduction in the prices of your company’s products and that particular piece of the chair was showing the price as USD 81 while you had sold me 4 pieces of the same chair on old rates. That’s why I request you to change my invoice with a new one having revised and discounted rates. 
I understand this misinformation may have been caused due to human error. For further details and verification, you can also check your own billing records of the said date.
I hope you will entertain my request as soon as possible thereby allowing me to avail of an exciting discount of USD 36 according to revised rates. I am waiting for your positive response and thank you in anticipation.
Yours sincerely,
[XYZ]
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