
Loan Document Correction Request 

Date: [Insert Date] 

To, 

Loan Officer, 

[Bank/Financial Institution Name] 

[Bank Address] 

[City, State, Zip Code] 

Subject: Request for Revision of Payment Schedule 

Dear [Loan Officer's Name], 

I hope this message finds you well. I am writing to formally request a correction to the payment 

schedule outlined in my loan document for Loan Account Number [Insert Loan Account 

Number]. 

Upon reviewing the document, I have noticed discrepancies in the payment amounts and due 

dates that do not align with our original agreement. The details of the requested revisions are as 

follows: 

• Original Payment Amount: [Insert Amount] - Requested Correction: [Insert Correct 

Amount] 

• Original Due Date: [Insert Date] - Requested Correction: [Insert Correct Due Date] 

I kindly request that you review these discrepancies and provide me with a revised payment 

schedule at your earliest convenience. Please let me know if you require any additional 

information or documentation to process this request. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email Address] 


