Sample Dispute Letter for the Date You Sent First or Subsequent Requests
Your Name

Address, City State, Zip Code

Telephone Number

Email Address

Social Security Number

Date

To the Director/Manager

Credit Report Bureau

Address, City, State, Zip Code

Dear Sir/Madam:

I have sent this letter to inform you that you have failed to respond to the dispute letter I filed on March 5, 2010. 

I have previously sent a letter to your agency to prompt you of the need to make necessary corrections on my credit report. You have provided me a return receipt signed on March 10, 2010. But up to now I haven’t received any written notice regarding your investigation as well as an updated copy of my credit report.

The Federal Law provides that you respond to any dispute filed to your office within a maximum duration of 30 days. And failure to do so would already be a violation of my right as a consumer and can be sufficient grounds for sanctions from the Federal Trade Commission.
Still, I believe that several unforeseen circumstances may have prevented you to work on my dispute letter. Your staff may have misplaced my letter or it may have required additional time to perform a thorough investigation of my credit records. Whichever the case may be, I have listed again the immediate actions that need to be done on my credit records:
Item 1: Drop off the Chapter 7 bankruptcy filed and approved on 1997. This item should have been removed from my credit records as early as 2004 and as late as 2007. So, please delete this mark so that it won’t affect my credit score and financial prospects anymore.

Item 2: Close the debt on credit card number 567890. This unsecured credit card debt from VSA Credit Card Firm has already been negotiated and settled on October 15, 2009. Please consider the attached agreement with the credit card company and close this account immediately.
Item 3: Update the remaining balance on my personal loan obtained from Marx and Fitch’s Lending Institution. The amount that should be reflected on the credit report must only be $350.00 and not $1250.00. I have made $300-monthly-payments from February to April 2010, thus the outstanding obligation in this account should be less.
Again, I do hope that you can work on my case as promptly as you can. Should you fail to provide me the information I need, I will have no choice but to file a formal complaint against your agency to the Federal Trade Commission. So, please provide me a written notice of your investigation as well as an updated credit file in the soonest time possible.

Thank you very much, and I look forward to your immediate correspondence.
Best Regards,

Signature

Name

Social Security Number

Attachments:

· A copy of your inaccurate credit file

· Copies of Payment receipts
· A copy of the Debt Settlement Agreement with the credit card firm
· A copy of the bankruptcy discharge papers

