
Debt Administrative Update 

Date: [Insert Date] 

To: [Creditor's Name] 

Address: [Creditor's Address] 

From: [Your Name] 

Address: [Your Address] 

Dear [Creditor's Name], 

We are writing to provide you with an update regarding the administration of your debt account. 

As of [Insert Date], the current status of your account is as follows: 

• Outstanding Balance: [Insert Amount] 

• Last Payment Received: [Insert Date] 

• Next Payment Due: [Insert Date] 

We are committed to maintaining an open line of communication regarding your account. Please 

feel free to reach out to us should you have any questions or need further information. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


