(Date of Letter)

(Name of Bank)

(Attn: Accouniing Deparinent)

(Street Address)

(Cty, State and Zi p Code)
RE: Correction of Account Error
Dear Accounting Processor
Recently, the undersigned received a nonthly statenment from your bank that
reports deposits, other credits and debits fromthe account. A problem was

noted in the recordation of the accounting process as reflected and reported to
me. A copy of the statenment is enclosed for your review. You will note that:

(description of the problem). This problem as delineated above, was brought by

phone to the attention of (nanme of individual) at
your bank on the____ day of (month/year). As a result
of that conversation, | felt it inperative that correspondence be directed to
you relative to this particular problem It is hereby requested that the
probl em be rectified i mediately. | would npost appreciate if your explanation

of this matter be in witing to the undersigned at the address |isted bel ow
Your pronpt assistance with this matter is nost appreciated. Thank you.

Very truly yours,

(Si gnature)

(Addr ess)

(Cty, State and Zi p Code)

(Phone Nunmber)
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