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[DATE]


Contact Name
Address
Address2	
City, 
State/Province
Zip/Postal Code



RE: Offer of Settlement on Disputed Account


Dear [CONTACT],

We are in receipt of your statements indicating a balance due to you for [CURRENCY][AMOUNT].	Comment by Author: 
Used in the title of a decision or comment to identify the matter they are related to; usually used for a case where the proceeding is in rem or quasi in rem and not in personam (e.g. probate or bankrupt estate, guardianship, application for laying out a 

We query the amount for the reason(s) below: 

[DESCRIBE]





We intend to settle this account in full by payment of [AMOUNT], without admitting to any liability, but as an offer of compromise. Our cheque for that amount is enclosed and deposit of the cheque will discharge the entire balance claimed.



Kind Regards,





[YOUR NAME]
[YOUR TITLE]
[YOUR PHONE NUMBER]
[YOUREMAIL@YOURCOMPANY.COM] 

[YOUR COMPANY NAME] 
[YOUR COMPLETE ADDRESS] 
Tel: [YOUR PHONE NUMBER] / Fax: [YOUR FAX NUMBER]
[YOUR WEBSITE ADDRESS]
