
Account Clarification Inquiry 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

To: [Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request clarification regarding my account, 

[Account Number], as I have noticed some discrepancies that I would like to address. 

Specifically, I would like to inquire about [briefly explain the discrepancies or issues you have 

noticed]. I believe this information is crucial to ensure my account is accurate and up-to-date. 

I would appreciate it if you could provide me with the necessary details at your earliest 

convenience. Thank you for your attention to this matter. 

 

Sincerely, 

[Your Name] 


