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From:
[Your Name, & Address here]

To:

[Recipient Name & address here]

[Date here]

Dear [name],


I am in receipt of the invoice [no.] sent by you on [date]. I am writing to inform you that I have already sent you a check [no.] for $[amount] on [date].

In case you don’t receive the check by [date], please inform me on my cell number [no/], and, I will stop payment for this check, and issue a new check to you.

If I don’t get a word from you by this date, I will assume that you have got the check. 

Thank you.


Regards,

[Your name]

Encl: [Enclosures List here]
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