TO BE PUT ON CLIENT'S LETTERHEAD
(insert date)

(insert name & address of vendor)

Our auditors, «myFirm», are conducting an audit of our financial statements. Please advise them in the space provided below whether there is a balance due you by this company as of _____ 

If there is a balance due, please attach a statement of the items comprising the balance.

After signing and dating your reply, please mail it directly to, «myFirm», «myAddress», «myCity» «myState», «myPostalCode» in the enclosed return envelope.

Sincerely,

«Firstname» «Lastname», «Title»
«Company»
To: «myFirm»
Our records indicate that a balance of $______________ was due from «Company»,  at ______

Signature: 

Title:

Date:

