(Date of Letter)

(Nanme of Conpany)
Attn: Check Processing Depart nent

(Street Address)

(City, State and Zip Code)
RE: Check and/ or Deposit Requisition
Dear Processing Clerk

Encl osed pl ease find an order formfor account nunber
(number of account) for the follow ng individual (s):

(name of individual (s)). This order formis for the order of checks and/or
deposit tickets which will be needed shortly. Kindly provide the undersigned
with a notice as to the charge for these checks and/or deposit tickets and
forward the checks and/or deposit tickets to the name and address shown bel ow.
Shoul d you need to verify this order, please call the undersigned at the nunber
provi ded. Thank you.

Very truly yours,

(Signature)

( Addr ess)

(City, State and Zi p Code)

(Phone Nunber)
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