
Credit Card Assistance Request 

Date: [Insert Date] 

To, 

Customer Service Department 

[Bank Name] 

[Bank Address] 

Subject: Request for Assistance with Credit Card 

Dear Customer Service Team, 

I hope this message finds you well. I am writing to request assistance regarding my credit card 

account, numbered [Insert Last Four Digits of Card]. Due to [briefly explain the issue, e.g., 

unauthorized charges, billing discrepancies, etc.], I require your support to resolve this matter. 

Details of the situation are as follows: 

• Account Holder Name: [Your Name] 

• Account Number: **** **** **** [Last Four Digits] 

• Issue Description: [Description] 

• Date of Issue: [Insert Date] 

I would appreciate it if you could look into this matter at your earliest convenience. Please feel 

free to contact me at [Your Phone Number] or [Your Email Address] should you need any more 

information. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 


