«MyCompanyName»
«MyCompanyAddrBlock»
«LetterDate»
«AddrBlock»
Dear «FirstName»,

The company’s records show that you have $ «VacPayAvail»  of vacation pay accrued.

If your records differ from the company’s, please let me know by month end so that we can clear up any discrepancies.

Best regards, 

«Signature»
«Title»
