Sample Dispute Letter on Disputing a Charge on Bill

Your Name

Your Address

City, State, ZIP Code

Your Contact Number

Date

Complaint Department

Name of your Creditor 

Address

City, State, ZIP Code

Re:  Bills on Credit Card Account Number 198723

Dear Sir/Madam:
I am sending this letter to dispute a charge on the bill that I have received from your credit card company, dated April 3, 2010.
The credit card bill you have sent is in the amount of $3000.00 and has a transaction number 56790-56709. 
I am disputing this credit card bill as well as the late payment penalty that you have imposed on my credit card account. This is because I have paid off all my financial obligations to your company as early as March 3, 2010. The debt consolidation program, which I have taken from ABC Lending Firm, provided me sufficient sums of cash to pay off all my credit. And I believe that I prioritized paying all my outstanding balances with your credit institution.

I have enclosed to this letter a copy of the payment receipt and record that your company has supplied to me when I finally settled all my credit card debts. I have also attached the latest billing statement that I received from your company. I hope that through these documents, you can revoke my existing bills and penalties with your credit firm. I would also ask you to report the closing of my credit account to the three credit bureaus, so that they can make the necessary adjustments on my credit records.
Thank you in advance for your prompt action regarding this concern of mine.
Yours truly,
Signature

Name
Attachments:
· A copy of the bill received

· A copy of the payment receipt and record
