Outstanding Agreement Balance Status
Update

Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Address]
Dear [Recipient's Name],

We hope this message finds you well. We are writing to provide you with an update regarding
the outstanding balance on your agreement with us.

Outstanding Balance Details:

e Agreement Number: [Insert Agreement Number]
« Total Amount Due: $[Insert Amount]
e Due Date: [Insert Due Date]

As of today, the outstanding balance is [Insert Amount]. Please review the details above and
make the necessary arrangements to settle the balance by the due date.

If you have already made the payment or if you have any questions regarding this statement,
please do not hesitate to contact us at [Insert Contact Information].

Thank you for your prompt attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



