Date

Creditor Name

Address

RE:
Account #:

Name on Account:

To Whom It May Concern:
Upon reviewing my statement from your company dated [insert date], I noticed an error in the following item:
Store Name: 
Amount on Statement: 
Correct Amount: 
Enclosed is a copy of my [describe type of documentation] to verify the amounts that are stated above. Please correct this error, remove all related charges, and issue me an updated statement.

Thank you for your timely assistance with this matter.
Sincerely,

Your Name

Address

Phone Number
