[Company name]
[Address, phone]

Balance Confirmation Letter
Date: ..................................................
To: ..................................................
Account code: ..................................................

According to our records, as of ..../..../........ your account shows a balance of .................. debit / credit.
Please complete the section below and return it to us within .... days to let us know whether this balance agrees with your records. If it does not, a copy of your account statement will help us find the difference.
Yours sincerely,
[Company name, signature, stamp]

Reply
☐  We confirm this balance.
☐  We do not agree. According to our records the balance is .................. debit / credit.

Company name: ..................................................
Authorised person: ..................................................
Date: ..................................................
Signature / stamp: ..................................................
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