
Account Review Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to request a review of my account, [Account Number], due to discrepancies I have 

noticed in my recent statements. I believe there may be errors that need to be addressed for 

accurate record-keeping. 

Specifically, I have observed the following issues: 

• Transaction on [date] for [amount] that appears incorrect. 

• Missing payment recorded on [date]. 

• Charges that do not correspond with my records. 

I kindly ask that you investigate these discrepancies and provide clarification regarding my 

account. I appreciate your assistance and look forward to your prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 


