
ABC CONTRACTORS 

123 Any Street 
Anytown, US 00000 

555-555-5555 
 
 

Date 
 
Name 
Address 
City, State  Zip 
 
 
Dear      , 

Regarding your inquiry as to the credit-worthiness of      , we regret that we cannot recommend them 
for credit. Despite the fact that we extended liberal credit privileges to this firm, they failed to pay in a 
consistent and timely manner. As a result, business between our two companies is now done on a cash 
basis only. 
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