BUSINESS DEBT SETOFF DISPUTE LETTER

[DATE]

[SENDER NAME]
[SENDER TITLE]

[SENDER COMPANY NAME]
[SENDER STREET ADDRESS]

[SENDER CITY, STATE ZIP]
[SENDER PHONE NUMBER]

[SENDER EMAIL ADDRESS]

[RECIPIENT NAME]

[RECIPIENT TITLE]
[RECIPIENT COMPANY NAME]

[RECIPIENT STREET ADDRESS]
[RECIPIENT CITY, STATE ZIP]

RE: DISPUTE OF SETOFF AND DEMAND FOR RETURN OF FUNDS — ACCOUNT/INVOICE NO.
[ACCOUNT OR INVOICE NUMBER]

Dear [RECIPIENT NAME]:

This letter constitutes formal written notice of a dispute regarding the setoff, offset, deduction, or withholding of funds by [RECIPIENT COMPANY NAME] against amounts owed or claimed to be owed by [SENDER COMPANY NAME]. This letter is sent pursuant to the applicable agreement between the parties and applicable law, including [GOVERNING LAW STATUTE OR CONTRACT SECTION].

1. PARTIES AND RELATIONSHIP
1.1 Disputing Party: [SENDER COMPANY NAME], with its principal place of business at [SENDER STREET ADDRESS], [SENDER CITY, STATE ZIP].
1.2 Responding Party: [RECIPIENT COMPANY NAME], with its principal place of business at [RECIPIENT STREET ADDRESS], [RECIPIENT CITY, STATE ZIP].
1.3 Nature of Relationship: The parties are connected by [DESCRIBE RELATIONSHIP, E.G., MASTER SERVICES AGREEMENT, PURCHASE ORDER, SUPPLY AGREEMENT, LOAN AGREEMENT] dated [AGREEMENT DATE].

2. CONTRACT AND ACCOUNT INFORMATION
2.1 Agreement Reference: [AGREEMENT TITLE AND DATE].
2.2 Account or Invoice Number: [ACCOUNT OR INVOICE NUMBER].
2.3 Contract Section Governing Setoff: [CONTRACT SECTION NUMBER AND TITLE].
2.4 Date of Setoff or Deduction: [DATE OF SETOFF].
2.5 Amount of Setoff or Deduction: $[AMOUNT OF SETOFF].
2.6 Total Amount Withheld or Offset to Date: $[TOTAL AMOUNT WITHHELD].

3. DESCRIPTION OF THE DISPUTED SETOFF
3.1 Description of the Setoff Action: [DESCRIBE THE SETOFF ACTION, INCLUDING HOW AND WHEN IT WAS APPLIED].
3.2 Amount Claimed by Responding Party: $[AMOUNT CLAIMED BY RESPONDING PARTY].
3.3 Basis Asserted by Responding Party for the Setoff: [DESCRIBE THE STATED BASIS, E.G., ALLEGED UNPAID INVOICE, ALLEGED BREACH, ALLEGED DAMAGES].
3.4 Date Sender Company Learned of the Setoff: [DATE SENDER LEARNED OF SETOFF].

4. BASIS FOR DISPUTE
4.1 Sender Company disputes the setoff in its entirety and denies that any amount is due and owing to [RECIPIENT COMPANY NAME] on the basis asserted.
4.2 The setoff is disputed for the following reasons: [DESCRIBE REASONS FOR DISPUTE, E.G., AMOUNTS ALREADY PAID, NO VALID DEBT, DISPUTED INVOICE, LACK OF CONTRACTUAL RIGHT OF SETOFF, IMPROPER NOTICE].
4.3 Supporting documentation is enclosed and identified as follows: [LIST ENCLOSED DOCUMENTS, E.G., PAYMENT RECORDS, INVOICES, CORRESPONDENCE].
4.4 Sender Company asserts that the setoff was applied without [ADEQUATE NOTICE / VALID CONTRACTUAL AUTHORITY / LEGAL BASIS] and is therefore improper.
4.5 Sender Company reserves all rights and remedies available under the agreement and applicable law, including the right to seek recovery of the withheld amount, interest, costs, and attorneys' fees.

5. REQUESTED RESOLUTION
5.1 Sender Company requests that [RECIPIENT COMPANY NAME] return or credit the withheld amount of $[AMOUNT OF SETOFF] within [NUMBER] days of the date of this letter.
5.2 Sender Company requests a written response stating the factual and legal basis for the setoff, together with copies of all supporting documents, within [NUMBER] days of the date of this letter.
5.3 Sender Company requests that no further setoffs, offsets, or deductions be applied to any amounts owed to Sender Company pending resolution of this dispute.
5.4 Sender Company requests confirmation that the disputed amount has been restored to the account or paid to Sender Company at [PAYMENT INSTRUCTIONS OR ADDRESS].

6. RESERVATION OF RIGHTS
6.1 This letter is not a waiver of any right, claim, or remedy of [SENDER COMPANY NAME], whether under the agreement, at law, or in equity.
6.2 Sender Company expressly reserves the right to pursue [ARBITRATION / LITIGATION / MEDIATION] and to seek all available damages, interest, costs, and attorneys' fees.
6.3 Nothing in this letter shall be construed as an admission of liability by [SENDER COMPANY NAME].

7. RESPONSE AND CONTACT INFORMATION
7.1 Please direct all responses and correspondence regarding this dispute to [CONTACT NAME] at [CONTACT EMAIL ADDRESS] or [CONTACT PHONE NUMBER].
7.2 Please direct all payments or credits to [PAYMENT RECIPIENT AND ADDRESS].
7.3 If a response is not received within [NUMBER] days of the date of this letter, Sender Company may pursue all available remedies without further notice.

8. ENCLOSURES
8.1 [ENCLOSURE 1]
8.2 [ENCLOSURE 2]
8.3 [ENCLOSURE 3]

9. SIGNATURE
9.1 Sender Company certifies that the information provided in this letter is true and correct to the best of its knowledge.
9.2 Authorized Signatory: [SENDER NAME]
9.3 Title: [SENDER TITLE]
9.4 Signature: ______________________________
9.5 Date: [DATE]

cc: [CC RECIPIENT NAME AND TITLE]
cc: [CC RECIPIENT NAME AND TITLE]
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