SAMPLE   LETTER   TO   SEND   TO   CREDITORS TO CLOSE   OUT   A   CHARGE/CREDIT     ACCOUNT

Date

Creditor Name

Address

Dear Customer Service Department:

My name is _________________ and I have a (credit card/revolving charge, etc) account with (Creditor’s name).  My account number is ______________________.  I do not plan to use the account, therefore, I would like the credit line to be closed out.  

Please report the credit line closure to the credit bureaus and code the closure as “per consumer request.”  (If the card has a balance):  I will continue to make monthly payments until the balance is paid off.  OR   My balance is zero.  Please report the account as “paid” to the bureaus.
If you have any questions, my daytime telephone number is _______________________.

Thank you,

Member Name

Address

