Account Status Correction Request

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Your Email]

[Your Phone Number]

[Recipient Name]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

I am writing to formally request a correction to my account status with [Company Name]
(Account Number: [Account Number]). I have recently discovered an issue regarding my

account that needs to be addressed.

[Explain the issue with specific details, including dates, amounts, or any relevant information. Be
clear and concise.]

Unfortunately, this issue has resulted in [explain any consequences, such as negative credit
reporting, fees, etc.]. | kindly request your assistance in resolving this matter as soon as possible.

Please let me know if you require any further information or documentation to facilitate this
correction. | appreciate your attention to this matter and look forward to your prompt response.

Thank you for your assistance.
Sincerely,

[Your Name]



