«MyCompanyName»
«MyCompanyAddrBlock»
«AddrBlock»
«LetterDate»
To Whom It May Concern

Dear Sirs,

Re: Account «Account»
We have received an invoice that we believe contains incorrect charges.  We would appreciate your help with this by contacting us with the current balance you have on file.

As soon as the details are corrected or verified, we will be able to send a cheque in payment.
Thank you for your prompt attention to this matter.

Yours faithfully
«Signature»
«Title»
«MyCompanyName»
