SAMPLE FOR DEFERRED INCOME




            June 25, 2012
[bookmark: _GoBack]


Celise Elder
Accounting Department
324 Business Services Building


                                              
SUBJECT:  DEFERRED INCOME

Please defer the following amount for unearned revenue in account xx-xx-Dxxxx-xxx*.  This amount includes deposits (cash receipts) related to pre-payments for services or sales not yet provided.  A detailed accounting for this departmental sales & service account is maintained by our office personnel and is retained as backup for the following total amount to be deferred.


TOTAL AMOUNT TO DEFER:                         



Thank you,



Ima Sample     
Title





* INSERT YOUR INCOME ACCOUNT NUMBER

