SUPPLIER CREDIT REFERENCE LETTER TEMPLATE

[SUPPLIER COMPANY LETTERHEAD]

[DATE OF LETTER]

[SUPPLIER NAME]

[SUPPLIER STREET ADDRESS]

[SUPPLIER CITY, STATE, ZIP CODE]

[SUPPLIER PHONE NUMBER]

[SUPPLIER EMAIL ADDRESS]

[RECIPIENT NAME]

[RECIPIENT TITLE]

[RECIPIENT COMPANY NAME]

[RECIPIENT STREET ADDRESS]

[RECIPIENT CITY, STATE, ZIP CODE]

RE: CREDIT REFERENCE FOR [APPLICANT COMPANY NAME]

Dear [RECIPIENT NAME],

This letter serves as a credit reference for [APPLICANT COMPANY NAME] in connection with their request for credit terms with your organization. The information provided below is based on our direct business experience with the applicant.

1. SUPPLIER INFORMATION
1.1 Supplier Name: [SUPPLIER NAME]
1.2 Supplier Address: [SUPPLIER STREET ADDRESS], [SUPPLIER CITY, STATE, ZIP CODE]
1.3 Supplier Contact Person: [SUPPLIER CONTACT NAME]
1.4 Supplier Contact Title: [SUPPLIER CONTACT TITLE]
1.5 Supplier Phone Number: [SUPPLIER PHONE NUMBER]
1.6 Supplier Email Address: [SUPPLIER EMAIL ADDRESS]

2. APPLICANT INFORMATION
2.1 Applicant Company Name: [APPLICANT COMPANY NAME]
2.2 Applicant Billing Address: [APPLICANT BILLING ADDRESS]
2.3 Applicant Account Number with Supplier: [APPLICANT ACCOUNT NUMBER]
2.4 Date Business Relationship Commenced: [RELATIONSHIP START DATE]

3. CREDIT TERMS AND PAYMENT HISTORY
3.1 Credit Terms Granted: [CREDIT TERMS GRANTED, e.g., NET 30]
3.2 Credit Limit Established: [CREDIT LIMIT AMOUNT]
3.3 Current Outstanding Balance: [CURRENT OUTSTANDING BALANCE]
3.4 Amount Past Due: [AMOUNT PAST DUE]
3.5 Days Past Due: [DAYS PAST DUE]
3.6 Highest Balance Ever Carried: [HIGHEST BALANCE]
3.7 Average Days to Pay: [AVERAGE DAYS TO PAY]
3.8 Number of Late Payments in Last 12 Months: [NUMBER OF LATE PAYMENTS]
3.9 Number of NSF or Returned Checks: [NUMBER OF NSF CHECKS]

4. PAYMENT EXPERIENCE
4.1 Payment Rating: [PAYMENT RATING, e.g., EXCELLENT, GOOD, FAIR, POOR]
4.2 Description of Payment Experience: [DESCRIPTION OF PAYMENT EXPERIENCE]
4.3 Any Collection Actions Taken: [YES/NO, AND DETAILS IF YES]
4.4 Any Legal Actions Taken: [YES/NO, AND DETAILS IF YES]

5. ADDITIONAL INFORMATION
5.1 Additional Comments: [ADDITIONAL COMMENTS]
5.2 Would You Extend Credit Again: [YES/NO]
5.3 Recommended Credit Limit: [RECOMMENDED CREDIT LIMIT]

6. CERTIFICATION
6.1 I, [SUPPLIER CONTACT NAME], certify that I am authorized to provide this credit reference on behalf of [SUPPLIER NAME].
6.2 The information contained in this letter is true and accurate to the best of my knowledge.
6.3 This credit reference is provided solely for the purpose of evaluating the creditworthiness of [APPLICANT COMPANY NAME] and may not be used for any other purpose without the express written consent of [SUPPLIER NAME].

7. AUTHORIZATION
7.1 Supplier Authorized Signatory Name: [AUTHORIZED SIGNATORY NAME]
7.2 Supplier Authorized Signatory Title: [AUTHORIZED SIGNATORY TITLE]
7.3 Supplier Authorized Signature: [SIGNATURE]
7.4 Date Signed: [DATE SIGNED]

8. CONFIDENTIALITY NOTICE
8.1 This document contains confidential and proprietary information. It is intended only for the use of the individual or entity to which it is addressed. If you are not the intended recipient, you are hereby notified that any dissemination, distribution, or copying of this communication is strictly prohibited.

9. RELEASE OF LIABILITY
9.1 [SUPPLIER NAME] shall not be held liable for any decisions made by [RECIPIENT COMPANY NAME] based on the information provided in this credit reference letter.
9.2 [RECIPIENT COMPANY NAME] agrees to indemnify and hold harmless [SUPPLIER NAME] from any claims arising from the use of this information.

10. CONTACT FOR VERIFICATION
10.1 For verification of this credit reference, please contact: [VERIFICATION CONTACT NAME]
10.2 Verification Contact Title: [VERIFICATION CONTACT TITLE]
10.3 Verification Contact Phone: [VERIFICATION CONTACT PHONE]
10.4 Verification Contact Email: [VERIFICATION CONTACT EMAIL]

Sincerely,

[SUPPLIER AUTHORIZED SIGNATORY NAME]

[SUPPLIER AUTHORIZED SIGNATORY TITLE]

[SUPPLIER COMPANY NAME]

[SUPPLIER STREET ADDRESS]

[SUPPLIER CITY, STATE, ZIP CODE]

[SUPPLIER PHONE NUMBER]

[SUPPLIER EMAIL ADDRESS]
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