
Notification Request for Outstanding Loan 

Details 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request an update regarding the outstanding 

details of my loan, account number [Insert Account Number]. 

As I am currently in the process of evaluating my financial obligations, it would be greatly 

appreciated if you could provide me with the following information: 

• The current outstanding balance 

• Payment history and due dates 

• Any applicable fees or charges 

• Options available for repayment 

Please feel free to contact me at your earliest convenience to discuss this matter further. I 

appreciate your timely attention to this request. 

Thank you for your assistance. 

Sincerely, 



[Your Name] 


