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,
This letter confirms that [Full Name] held a residential [electric / gas / water / combined utility] account with [Utility Company Name], account number [xxx-xxxx], for service at [address] from [start date] to [end date].
During that period, the account was in good standing. Payments were received on time [for [X] consecutive months / with no late payments in the final [24] months], no disconnection notices were issued, and the account was closed with a [zero / credit] balance on [date].
This letter is provided at the customer’s request as a reference of payment history, for use in establishing new utility service [and in support of a request to waive a security deposit].
For verification, please contact our customer service department at [phone number] or [email], referencing the account number above.
Sincerely,
Dana R. Whitfield
