Sample Authorization Letter

January 1, 2007
To:
Bank of Anywhere
From:
_________Crime Stoppers, Inc.
Re:
Award payments for January

The ______________ Crime Stoppers program has authorized the payment of the following award(s), providing the correct code numbers are presented.

Case #




Amount


Date Picked up/Initials

AA001-001ZZ


$400



__________________

Payment is to be made anytime during the month of January.

Please call the Crime Stoppers administrative line at XXX-XXXX immediately following (30-90 days from date of letter) if any of the awards have not been claimed.  In the unlikely event that no one is in the office, please leave a message.  

If all rewards have been picked up, please mail the authorization letter back in the envelope provided, however, if there are awards that have been unclaimed, DO NOT mail them.  A representative from Crime Stoppers will come and pick it up.

Thank you for your assistance.  If there are any questions, please contact us as per the contact information below.

Sincerely,

