ABC CONTRACTORS

123 Any Street
Anytown, US 00000
555-555-5555

Date

Name
Address
City, State Zip

Dear ,

After careful consideration of your inquiry, we regret that we cannot vouch for the reliability of as
a credit risk. Our business dealings with this firm have been unsatisfactory, to say the least.

Repeatedly, they have failed to honor their commitment to make payments on time and some of those
made were only a partial payment of the amount due. Currently they owe a balance of $ for
purchases made over months/weeks.

| trust our frankness will be kept in strictest confidence and that we have been of some help to you.

Sincerely,

Name
Title



