This is only a sample letter to give you guidance on what to write. You will need to substitute your own details at the appropriate places (shown in bold). Remember to keep a copy of your letter. Don’t forget to sign it. Send it by registered mail, email or hand deliver it.
Your Address (include email address)

Date
Company Name
Address


Re: Account Number _______________________ 

To Whom It May Concern: 

I am disputing a charge on my bill dated ___________. The charge is dated _____________ and is in the amount of ____________. The reference or transaction number is ___________________. The amount is in error because: 







Please remove this charge from my account. Thank you in advance for your prompt attention to this matter. 

Yours truly, 

Your Name



TIP: When you need to dispute a bill, you're probably better off sending a letter rather than making a phone call. With a letter, you have documentation of the issue and can clearly explain the reason why you're disputing the charges. You can also send a letter if you did try to resolve the issue through phone calls and have not been successful.

Keep your letter of dispute brief. Get to the point quickly and try to keep the letter no more than a page long.

