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 [Insert Letterhead]
To Whom it May Concern:
[Organization] is closing its offices in [city name] and is therefore requesting that the following bank accounts be closed with effect from close of business on [date].   
	Account Name
	Account Number

	[Organization] /  local currency
	[Account Number]

	[Organization]/  US $
	[Account Number]


Upon closure of the above accounts, please transfer the remaining balances to [name of the account to which the balance should be transferred]:
	Account Name:
	Account Name

	Bank Name:
	[Bank Name]

	Account Number:
	[Account Number]

	Swift Number:
	[Swift Number]

	ABA Number:
	[ABA Number]

	Account Representative:
	[Account Representative]


 If you need to follow-up with any individual at our organization regarding these accounts, please contact insert contact name at insert contact phone and email address. 
Could you please confirm receipt of this letter via your signature on the line indicated below?  
With Warm Regards,
 
[Signature of the authorized signatory on the account]
[Title]
Signature of Receiver: _____________________________________________
Printed Name of Receiver: _________________________________________

Date: ______________________

It is recommended to set this one month after the close of the project to ensure that payments are completed








Note: This is a sample to be adapted for your use. This sample is made possible by the generous support of the American people through the United States Agency for International Development (USAID). Its contents are the responsibility of FHI 360 and do not necessarily reflect the views of USAID or the U.S. Government.

