Debt Administrative Update

Date: [Insert Date]
Dear [Recipient's Name],

We hope this message finds you well. This letter is to inform you about the current status of your
individual account with us.

Account Number: [Insert Account Number]
As of [Insert Date], the total outstanding debt on your account is [Insert Amount]. We would like
to remind you of the importance of maintaining timely payments to avoid any additional fees or
penalties.
Please find below the summary of your account:

o Outstanding Balance: [Insert Amount]

e Minimum Payment Due: [Insert Amount]

e Due Date: [Insert Due Date]

If you have already made a payment or have any questions regarding your account, please
contact us at [Insert Contact Information].

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Company Name]
[Contact Information]



