Direct Credit Obligation Overview

Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Address]
[City, State, Zip Code]
Dear [Recipient's Name],

We are writing to provide you with an overview of your direct credit obligations.

Account Information

o Account Number: [Insert Account Number]
e Due Amount: [Insert Amount]
o Payment Due Date: [Insert Due Date]

Payment Instructions

Please ensure that your payment is made by the due date to avoid any penalties. Payments can be
made via:

e Bank Transfer

e Online Payment Portal
e Cheque

Contact Information

If you have any questions or need further assistance, please do not hesitate to contact us at:
Email: [Insert Email Address]

Phone: [Insert Phone Number]

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]



[Your Company]

[Your Company Address]



