[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«CustomerName»
Dear «CustomerName»,
This letter confirms we have refunded «AmountRefunded» «Currency» to your «CardBrand» card ending «CardLast4».
The refund relates to your payment of «Amount» made on «Created» for: «Description». Depending on your bank, the credit can take 5–10 business days to appear.
If it hasn’t appeared after that, contact us and we’ll chase it down.
Sincerely,

[Your name]
[Title · Your company]
