[Your Name/Company Name]
[Your Address]

[City, State, Zip Code]

[Date]

[Client Name]
[Client Address]
[City, State, Zip Code]

Re: Acknowledgment of Billing Dispute - Invoice #[Invoice Number]
Dear [Client Name],

We have received your formal notice regarding the dispute of Invoice #[Invoice Number], dated
[Date of Invoice], in the amount of $[Original Amount].

We have reviewed your concerns regarding [mention specific reason, e.g., service hours /
specific deliverables / unexpected costs]. We value our professional relationship and aim to
resolve this matter equitably.

After internal review, we would like to propose a fee adjustment. We are prepared to offer a
credit of $[Reduction Amount], bringing the revised total for this invoice to $[New Total
Amount].

We believe this adjustment reflects a fair resolution to the concerns raised. If this proposal is
acceptable to you, please confirm your agreement by replying to this letter. Once confirmed, we
will issue a revised invoice for your records.

Thank you for your continued partnership.

Sincerely,

[Your Signature]

[Your Printed Name]
[Your Title]



