(Date)

For the attention of 

>>Company Address<<

>>Greetings Line<<


Re: >> Company Name<<

We have received a request for a credit account from the above customer.

The customer has supplied your name as a trade reference.

We would appreciate a short period of your time to answer a few questions as to the past and present conduct of the customer’s trade with yourself.

Your reply will be treated with the utmost confidentiality.

Please return the completed form (enclosed) in the pre-paid envelope provided.

We thank you for your assistance and can assure you of our co-operation in any similar request from yourselves.

Yours Sincerely

ENCORE PERSONNEL SERVICES LIMITED

Greg Latham

Director

Request for Confidential Trade Reference

Please tick or comment in each area and return in the pre paid envelope

Applicants Company Name


Trade Reference Company Name


Trade Reference Contact Name




Length of Time you have traded with the applicant

Under 6 Months □
6 – 12 Months □
1 – 2 Years □
Over 2 Years □

Comment



Monthly Sales £

Up to £500
£501 - £1000
£1001 – £3000
£3001 – £5000
Over £5000

Comment



Credit Limit £

Up to £500
£501 - £1000
£1001 - £3000
£3001 - £5000
Over £5000

Comment



Credit Period

30 Days □
60 Days □
90 Days □
Other

Comment



Payment Record

Excellent □
Good □
Average □
Fair □
Below Average □
Poor □

Comment



If you wish to please use this space to comment further.                  Company Stamp



Signed…………………………………………….Date…………………………………………..

Name……………………………………………...Position………………………………………

Thank you for your time. This reference will be used in the strictest confidence.

