
Informal and Friendly Vendor Balance Confirmation Email

Subject: Quick Balance Check

Hi [Vendor Name],

Hope youâ€™re doing great! Just doing a quick check on the balance we owe you. As of [Date], we

have [Amount] recorded. Can you confirm if that matches your records?

Appreciate your quick reply so we can keep everything tidy.

Thanks a lot,

[Your Name]

[Company Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/vendor-balance-confirmation-letter-format


