Your Name

123 Your Street Address

Your City, ST  01234

(date)

Big Credit Bureau

Their Street Address

Some City, ST  56789

This letter is a formal complaint that you are reporting inaccurate and incomplete credit information.  The account listed below has always been paid as agreed in accordance with the terms of the contract existing between me and the credit grantor.  My records show that the account was never late.  You are hereby requested to provide evidence that such is not the case.  Failing that, the derogatory comments must be deleted from my report as soon as possible.

[List the COMPLETE account name and COMPLETE account number here]

Under Federal law, you have thirty business days to complete your investigation.  Be advised that the description of the procedure used to determine the accuracy and completeness of the information is hereby requested as well, to be provided within 15 days of the completion of your investigation.

Sincerely,

[your signature]

Your Name

Your Social Security Number 

