[Senders Name]

[Address line 1] [State, ZIP Code]

[Letter Date]

[Recipients Name]

[Address line 1] [State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear Management Department:

I am writing you about an unusual and unfair activity against my account within your organization. The day before my account in your organization was blocked. The reason being told  me was that I had not paid you last month’s charges.

It is really annoying for me as I had paid you charges well before the due time. I have paid you full month charges dated (date). The receipt of the transaction is attached (copy). I don’t think I need to provide any other proof for supporting my position.

Please reconsider these unfair charges and open my account as soon as possible. I can supply more information if necessary or helpful; let me know what other pertinent information you may need. Thank you for your time and for your help in this matter.

Sincerely,

[Client’s Name]
