
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Recipient Address]  

[City, State, Zip Code]  

Subject: Request for GGT Payment Adjustment  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to formally request an 

adjustment regarding the GGT payment associated with [specific account 

number or reference number].  

[Briefly explain the reason for the adjustment request, including any 

relevant details such as dates, amounts, or circumstances. Be clear and 

concise.]  

As per [mention any applicable agreements, policies, or regulations], I 

believe an adjustment is warranted due to [provide justification].  

I respectfully ask that you review my request and consider making the 

necessary adjustments to reflect the accurate amount owed. I have 

attached [mention any supporting documents, if applicable] for your 

reference.  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Company/Organization Name, if applicable] 


