Sample Dispute Letter for Requesting Changes on Personal Information

Your Full Name

Your Complete Mailing Address

City, State, ZIP Code

Your Contact Number

Your Social Security Number

Date

Customer Relations Department

Name of the Credit Bureau

Its Complete Mailing Address

City, State, ZIP Code

To Whom It May Concern:

I have just received the credit file that I requested from your organization. But, after going over the report, I noticed several erroneous entries and inaccurate details listed on it. Thus, I have sent you this letter of dispute to request your agency to make the necessary changes on my credit records. I believe that the misleading information on my records can affect my credit rating in a negative way. Therefore, I would like you to perform corrective actions on these disputed items.
The errors I have observed on my report include the following items:


Item 1: The travel loan I have taken from ABC Credit Establishment is still declared open.

I already paid off this credit account using the debt consolidation loan I have taken from the same credit firm. I have attached the payment receipt that ABC Credit Establishment has supplied to me. You can also contact the credit firm using this telephone number: <insert telephone number>. This way you can verify my claim. After your investigation, I hope that you can immediately close this credit account.
Item 2: The existing debt charged on my MSTR Credit Card, which has an account number of 898760, is $2500.

The credit balance reflected on my report is $2500.00. This does not correspond with the remaining balance I have seen on the billing statement provide by my card issuer. According to the bill, I only need to settle $250, and not $2500. Kindly validate this information with MSTR Credit Card Company, and do update my credit file with the right amount. 

I expect that you can investigate and correct these items immediately. After your probe, please provide a detailed report of your findings as well as my updated credit file. Please send these documents 30 days after you receive this letter of dispute.
I would also like your agency to update my personal information. Please change my name from <Maiden Name> to <Name after Marriage>. I have attached a copy of my marriage certificate to this letter, for your reference.

Also, kindly change my address to <insert new address> and contact number to <insert new telephone number>. I will be using these details from now on, so please make the necessary adjustments on my personal and contact information. I firmly believe that your agency will handle these details with utmost confidentiality and security. 

If you have queries regarding the disputed items and the personal information I have provided, do not hesitate to contact me using my updated contact details

Thank you very much.
Yours Truly,

Signature

Printed Full Name

Attachments:

· A copy of the inaccurate credit report

· Copies of Payment Receipts

· A copy of the Marriage Certificate

· A copy of the Billing Statement from MSTR Credit Card Company

