Account Status Correction Request

Date: [Insert Date]

To: [Recipient's Name]

[Title/Position]

[Company Name]

[Company Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

I am writing to formally request a correction to the status of my account, [Your Account
Number], with [Company Name]. Upon reviewing my account details, | have noticed
discrepancies that require immediate attention.

Specifically, the account status currently indicates [Current Status], whereas | believe it should
reflect [Correct Status]. This discrepancy may have occurred due to [Brief Explanation of the

Cause].

| kindly ask that you review my account and make the necessary corrections at your earliest
convenience. | have attached documentation to support my request.

Thank you for your prompt attention to this matter. Please let me know if you require any further
information.

Sincerely,

[Your Name]

[Your Address]

[City, State, ZIP Code]
[Your Phone Number]

[Your Email Address]



