«Company_Name»
«Company_Full_Address»
«Todays_Date_Long»
«Customer_Contact»
«Customer_Name»
«Customer_Full_Address»
Dear «Customer_Contact»:

We have recently completed an examination of our records and would appreciate your verifying the correctness of the following information.

Our records indicate that, at the close of business on «Todays_Date_Short», the amount payable on your account was $«Customer_Balance»
If this amount agrees with your records, please sign the confirmation form in the space provided below and return.  If it does not agree, do not sign but explain and sign on the reverse side.  

Sincerely,




«Company_Name» 

«Company_Telephone_Number»
«Company_Full_Address»
------------------------------------------------------------------------------------------------------------

I confirm that the above information is accurate.

Signature: _______________________________

Printed Name:  ___________________________

Title:  ___________________________________
