Dana R. Whitfield
[YOUR TITLE]  ·  [ORGANIZATION]  ·  [NUMBER] YEARS
[City, State]  ·  (000) 000-0000  ·  your.email@email.com
[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
To Whom It May Concern,
I am writing to provide a trade credit reference for [Customer Name], an account holder with [Your Company] since [year]. I am [your title / credit manager].
Their account terms are [Net 30 / Net 60], with a credit limit of [$X] and a high credit of [$X]. Payment history: [pays as agreed / average days to pay: X]. In [number] years, [the honest record — no collection activity, two late payments both communicated in advance].
Based on our experience, I would characterize [Customer Name] as [a sound credit risk / a customer we extend terms to without hesitation].
Verification is welcome at [phone number or email address] during business hours.
Sincerely,
Dana R. Whitfield
