
Outstanding Balance Request 

Date: [Insert Date] 

[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to bring to your attention the outstanding 

balance of [Amount] related to the agreement dated [Agreement Date]. As per our records, the 

payment was due on [Due Date]. 

We kindly request that you clear this outstanding balance at your earliest convenience to avoid 

any late fees or disruptions in our services. 

Please feel free to reach out if you have any questions or require additional information 

regarding this matter. We appreciate your prompt attention to this issue. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company] 


