
 

Sample cover letter to accompany Automatic Payment Transfer form 
Just fill in the information below, and send to your biller 
 
 
 
 
Date 
 
 
 
Biller Name 
Biller Address 
City, State  ZIP 
 
Re: [Your Account number] 
 
To whom it may concern: 
 
I am writing to request that my payment be automatically withdrawn from my 
account at Commerce Bank. Enclosed is a completed Automatic Payment 
Transfer form, which includes the required bank account information as well as 
my contact information. A voided check is also enclosed. 
 
Thank you for your assistance with this request, and please do not hesitate to 
contact me should you have any questions. 
 
Sincerely, 
 
 
 
Your Name 
Your Address 
Your Phone Number 
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