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From:
[Your Name, & Address here]

To:

[Recipient Name & address here]

[Date here]

Dear [name],

I hereby request you stop payment for a check issued from my account recently.

Details – 

Check Number – [Check Number]

Check Date     -   [Check Date]

Amount           -   [Check Amount]

Payee                -  [Payee name]

My Account Number -    [account number]
In case the check has been already cleared, please inform me immediately.

Thanks for your attention and co-operation regarding this matter.

Regards,

[Your name]

Encl: [Enclosures List here]
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