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Today’s Date
Vendor

123 Any street
Anytown, US  12345

Dear Vendor
The Debit Collection Improvement Act of 1996 mandates the use of the Electronic Fund Transfer (EFT) payment method for government payments.  The EFT simply means that in place of a check your payment will be sent electronically to an account at your financial institution.  This will reduce the risk of a lost check and also eliminate the mailing time for your payment.

Simply complete Section 1 of the attached “Direct Deposit Sign-up Form.”  Have your financial institution complete Section 3 of the form and mail it to: USDA – NRCS






Attn:  Financial Management






75 High Street, Room 301






Morgantown, WV  26505

This information will be entered into the payment system.  You will need to notify us in writing of any changes regarding change of address and/or any changes to your financial institution information.  If we are not aware of any change, this could cause a problem with your payment.  Please keep your information up-to-date.

If you have questions or need additional information, please contact me at (304) 123-4567.
Sincerely,
District Conservationist
Attachment

TYPE YOUR ADDRESS HERE!!!!











The Natural Resources Conservation Service works 
An Equal Opportunity Provider and Employer

in partnership with the American people to conserve 
and sustain natural resources on private lands.

