Notice to Redirect Payment (Template)


Company Logo						Company Name: ______________________
							Contact no: __________________________
							Email ID: ____________________________
							Address: ____________________________
		
Date: ______, 20___,
[bookmark: _GoBack]
To,
[mention Recipient’s name]
[mention Recipient’s company name, if applicable]
Please find this notice as a formal letter about our new payment procedure. You are requested to follow this payment procedure from [mention the complete date when this new payment procedure become effective]. We are hereby advising you that our previous account number [mention previous account number] will become ineffective for payment procedures from the next month. Kindly, use this new account [mention account number] for sending the payments or funds.
In case of any query or confusion, feel free to contact us anytime at [mention company’s email ID]. You may call us in the office timing at this number [mention company’s contact number].
Your cooperation in this regard will be highly appreciated. Thank you in anticipation.
Yours truly,
[mention your name]
[place your signature here]
[mention your designation here]



[Place company’s stamp here]
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Date: ______, 20___,


 


 


To,


 


[mention Recipient’s name]


 


[mention Recipient’s company name, if applicable]


 


Please find this notice as a formal letter about our new payment procedure. You are requested to 


follow this payment procedure from 


[


mention the complete date when this new payment 


procedure become effectiv


e


]. We are hereby advising you that our previous a


ccount number 


[


mention previous account numbe


r


] will become ineffective for payment procedures from the 


next month. Kindly, use this new account 


[


mention account numbe


r


] for sending the payments or 


funds.


 


In case of any query or confusion, feel free to con


tact us anytime at 


[


mention company’s email 


I


D


]. You may call us in the office timing at this number 


[


mention company’s contact numbe


r


].


 


Your cooperation in this regard will be highly appreciated. Thank you in anticipation.


 


Yours truly,


 


[mention your name]


 


[place your signature here]


 


[mention your designation here]
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Place company’s stamp here


]
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