
 

 

 

 

How to Write a Dispute Letter 
 

A properly written dispute letter will make the difference between a deletion, a stall letter, or 

being ignored completely.  Here are my tips to ensuring your dispute letter gets results!  

Step 1.  Do not copy any dispute letter template you’ve pulled off the Internet or in a book.  

You will not do this for 2 reasons: 

 

a.  Credit Bureaus have a system called Optical Character Recognition that will scan your 

letter and compares it to other letters the bureaus have gotten in the past.  This will 

increase your odds of receiving a stall letter. 

b. You want to sound as authentic as possible.  Stating laws and demanding ultimatums is 

not the trick to a deletion.  Sounding like a real person who is concerned about having 

inaccuracies removed from their credit reports, and creating a sense of urgency is.  

Personalization is the key. 

 

Step 2.  Do not use a form provided by the credit bureaus.  This usually comes with a copy of 

your credit report.  These forms aren’t very clear, and if you use online credit bureau forms, 

you risk the chance of not being able to go back to the bureaus to re-dispute and/or ask for 

further information of their investigation if they verify the account as accurate.  Don’t risk that. 

Write the letter yourself. 

 

Step 3.  You can handwrite or type your letter, I prefer typed letters myself; however I will use 

handwritten letters if I’m on my 3rd or 4th round of disputes to the credit bureaus to ensure it 

bypasses eOSCAR’s system.  You’ll include your name and address in the upper left hand 

corner of the page.  Some include their telephone and social security number on the letter as 

well, that is optional, I advise to only put the last 4 digits versus the entire number for security 

reasons.  If you do decide to list it, place it after your city/state on the letter or at the bottom 

where you have printed your name after your signature (see example below). 

 

Step 4.  Two spaces below your mailing information, write the credit bureau’s name and 

address. 

 

Step 5.  Two spaces below the credit bureau’s information, you will place the Date that your 

letter was generated. 



Step 6a.  If you are disputing ONE item, include the item you are disputing and its 

corresponding account number, if applicable.  If you are doing multiple items, see the example 

below.  I recommend not disputing more than 5-6 items per letter.  If an item has more than 

one error, you have the option of listing one error per letter, some of the errors per letter, or all 

of the errors per letter.  Disputing one error per item allows you to have another reason to 

dispute again if the item is not deleted on your initial letter. 

 

Step 6b.  If you are disputing more than one item, you will include your salutation tow spaces 

below the bureau’s address.  I personally recommend:  To Whom It May Concern, or Dear 

Credit Bureaus’ 

 

Step 7.  State what is factually wrong.  Clearly describe what is reporting in error and if it’s 

incomplete, untimely (past reporting limitations), or unverifiable. 

  

a. The first letter should be polite and courteous.  

1. Follow up letters can and should be more demanding. 

 

b. Be brief, to the point, and keep it simple, most disputes are handled electronically.  The 

ones that are handled by a representative will only be reviewed up to a maximum of 4 

minutes.  Don’t waste your time writing a 2 page dispute letter. 

c. Have a sense of urgency.  You need to communicate how this error is harming/affecting 

you (damage to your credit, credit denials, increased interest rates, etc).  

d. State what you want – Deletion or Update 

e. If you’ve had prior disputes on the same items in the past, feel free to add a CC: at the 

bottom of your letter to the Better Business Bureau, the attorney general’s office or the 

Consumer Financial Protection Bureau. This is for follow up letters, not your first dispute 

letter. 

 

Step 8.  Two lines below the body of your letter, you should close with a "Sincerely" or "Thank 

you" and your signature.  Below your signature, you will print your name as well.  

 

Step 9.  You have the option of attaching a copy of the page of your credit report that lists the 

item you’re disputing and attaching it to your dispute letter.  It’s optional.  BUT, make sure you 

keep a copy of the credit report. 

 

Step 10.  Attach copies of any paperwork or supporting documentation that proves the item(s) 

is in fact reporting in error.  This will definitely speed up the process. 

 

Step 11.  Attach a copy of your driver’s license, social security card, utility bill or some other 

document that verifies your current address and social security number.  You’ll need 2 forms of 

identification. 



Step 12.  Send your letter first priority or certified mail.  No need for return receipt on the first 

letter, you are able to track your letter online to see when the letter was delivered to the 

bureaus for your record. 

 

Step 13.  Keep meticulous notes of everything you send to the credit bureaus using a log or 

tracking form.  You want to have a paper copy of your credit report stapled to a paper copy of 

your dispute letter.  You will want to write the date the letter was received by the bureaus on a 

copy of your dispute letter.   

 
NOTE: 

 Most items are not deleted on the first dispute letter.  Be prepared to write follow up 
letters. Write them quickly and effectively. 

 Don’t bother making futile threats to the bureaus.  It’s a complete waste of time, unless 
you truly plan on suing.  Be professional, state your dispute clearly and specifically. 

Credit Bureau Mailing Addresses: 

Experian 
P.O. Box 4000 
Allen, TX 75013 
 
Equifax Information Services LLC 
P.O. Box 740256 
Atlanta, GA 30374 
 
TransUnion LLC 
Consumer Dispute Center 
P.O. Box 2000 
Chester, PA 19022 

 

 

 

 

 

 



Sample Dispute Letters: 

Shirley Misty 

26 Criles Lane 

Minneapolis, MN 12345 

 

Transunion, LLC 

Consumer Dispute Center 

P.O. Box 2000 

Chester, PA 19022 

 

Dear Transunion Representative: 

 

I pulled my credit report on June 10, 2015 and was quite shocked!  It says I was 30 days late 

on my Chase credit card and I’ve been a faithful and on-time paying customer for over 5 years.  

When I called them, they informed me that I should contact you guys directly.   

I’m not sure exactly how to do this, but I do know that this is causing me to get a 1.75% higher 

interest rate on my mortgage preapproval and this simply will NOT do!!! 

I’m really stressed out about this and I need your help in getting this corrected ASAP.  I’ve 

attached a copy of my bank statement that shows I paid them for the month/date that is 

showing me late.  I was never late on this account! 

Thank you for fixing this error, 

Shirley Misty 

 
Shirley Misty 
SSN:  987-65-4321 
DOB:  12/5/1974 

 

 

 

 

 

 

 



Johnny Darling 

123 Fixin Street 

Manytowns, USA 12345 

Tel:  512-809-4576 

Em: jdtheman@bayoo.com 

SSN: xxx-xx-1234 

 

Equifax Information Services LLC 
P.O. Box 740256 
Atlanta, GA 30374 
 

May 21, 2012 

 

To Whom It May Concern: 
 
I would like to dispute the following items on my credit report: 
 
LRC Collection Agency 

Account Number:  54321XXXX 

Reason for dispute:  This item has been paid and is currently reporting a balance; please 

delete 

 

YZA Mortgage Company 

Account Number:  678910XXXX 

Reason for dispute:  This item is reporting a 60 day late payment for 8/15 and 9/15.  I was 

not late!  I have attached canceled checks for the dates reporting to prove I paid on time. 

 

Lakes of America 

Account Number 192837CCC 

Reason for dispute:  This account is reporting as being charged off.  I paid this item to 

prevent a charge off and I have the paid in full letter from Lakes of America to prove it was paid 

before the charge off date of 7/13.  Please update this account to Paid as Agreed. 

 
Please update this as soon as possible.  
 
Thank you, 
 

Johnny Darling 

Johnny Darling 

 


