
[Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Phone Number] 

[Date] 

[Customer Name] 

[Customer Address] 

[City, State, Zip Code] 

Re: Account Number: [Account Number] 

Dear [Customer Name], 

This letter is to inform you that we have reviewed your account and noted a remaining balance of 

$[Amount]. 

Due to the small nature of this balance, [Company Name] has elected to write off the outstanding 

amount as a courtesy. Your account has been adjusted to a zero balance and is now officially 

closed. 

No further action or payment is required on your part. Please retain this letter for your personal 

records. 

If you have any questions regarding this adjustment, please contact our billing department at 

[Phone Number]. 

Sincerely, 

[Name/Signature] 

[Title] 

[Company Name] 


