
Outstanding Agreement Balance Reminder 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Reminder of Outstanding Balance 

Dear [Recipient's Name], 

We hope this message finds you well. This letter serves as a reminder regarding your outstanding 

balance of [insert amount] related to [insert specific agreement or service] dated [insert date]. As 

of today, this balance remains unpaid and was due on [insert due date]. 

For your convenience, we have included a summary of the outstanding balance below: 

• Agreement Reference: [Insert Reference] 

• Outstanding Amount: [Insert Amount] 

• Original Due Date: [Insert Due Date] 

We kindly request that you arrange for payment at your earliest convenience to avoid any late 

fees or service interruptions. If you have already made this payment, please disregard this notice. 

Otherwise, we would appreciate your prompt attention to this matter. 

If you have any questions or would like to discuss this further, please do not hesitate to contact 

us at [insert contact information]. 

Thank you for your immediate attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 



[Your Phone Number] 

[Your Email Address] 


