


Date:
To
[The Recipient]
[Business Name]
Re. Settling the Outstanding Amount of $[X] in the Project [ABC]
Dear [NAME],
I am [NAME], the [POSITION] from the [COMPANY]. I am writing this to you on the behalf of the company’s accounts and sales management. This letter seeks a solution to the outstanding payment of $[X] on your end in the project [ABC]. This letter would try to settle the outstanding payment and make the payment convenient for both parties. In the settlement, the interests of both of the parties have been considered and none has been sidelined for the monetary benefits.
According to the project report compiled on [DATE], our company was to prepare your project [PORJECT NAME], for which a payment of $[X] was done in the shape of a down payment of the project. The project was initiated on [DATE] and it was concluded on [DATE]. The project has already been delivered to your project management team on [DATE] but no payment has been made yet. An amount of $[X] has been lying in arrears according to invoice no. (xxx).
The relevant department had already provided another deadline for the payment of the arrears but no payment has been made yet. According to the resources, we have come to know that your company’s internal management has been disruptive, therefore, there are delays in the project actions and payments. Moreover, it has been realized that your company is not in the position of repaying the amount of $[X] at once.
The management of the sales and accounts has expressed great remorse and exasperation on getting no response from your team. To cater to this, we have decided to make the payment by framing an installment plan of six months with an interest of [X] percent. This will not only make the payment easy for you but will also compensate for the lost value of the company’s realization.
Please respond to me at [EMAIL] or call at [PHONE] to confirm the plan attached as Annex-I. In case of no response, our company shall be impelled to take strict legal actions. Thank you.
Regards
[Your Name]
[Business Name]


writeletter2.com


 


w


riteletter2


.com


 


 


Date:


 


To


 


[The Recipient]


 


[Business Name]


 


Re. Settling the Outstanding Amount of $[X] in the Project [ABC]


 


Dear [NAME],


 


I am [NAME], the [POSITION] from the [COMPAN


Y]. I am writing this to you on the behalf of the 


company’s accounts and sales management. This letter seeks a solution to the outstanding 


payment of $[X] on your end in the project [ABC]. This letter would try to settle the outstanding 


payment and make th


e payment convenient for both parties. In the settlement, the interests of 


both of the parties have been considered and none has been sidelined for the monetary benefits.


 


According to the project report compiled on [DATE], our company was to prepare your p


roject 


[PORJECT NAME], for which a payment of $[X] was done in the shape of a down payment of the 


project. The project was initiated on [DATE] and it was concluded on [DATE]. The project has 


already been delivered to your project management team on [DATE] 


but no payment has been 


made yet. An amount of $[X] has been lying in arrears according to invoice no. (xxx).


 


The relevant department had already provided another deadline for the payment of the arrears 


but no payment has been made yet. According to the re


sources, we have come to know that your 


company’s internal management has been disruptive, therefore, there are delays in the project 


actions and payments. Moreover, it has been realized that your company is not in the position of 


repaying the amount of $[


X] at once.


 


The management of the sales and accounts has expressed great remorse and exasperation on 


getting no response from your team. To cater to this, we have decided to make the payment by 


framing an installment plan of six months with an interest of 


[X] percent. This will not only make 


the payment easy for you but will also compensate for the lost value of the company’s realization.


 


Please respond to me at [EMAIL] or call at [PHONE] to confirm the plan attached as Annex


-


I. In 


case of no response, our 


company shall be impelled to take strict legal actions. Thank you.


 


Regards


 


[Your Name]


 


[


Business Name]


 




  w riteletter2 .com     Date:   To   [The Recipient]   [Business Name]   Re. Settling the Outstanding Amount of $[X] in the Project [ABC]   Dear [NAME],   I am [NAME], the [POSITION] from the [COMPAN Y]. I am writing this to you on the behalf of the  company’s accounts and sales management. This letter seeks a solution to the outstanding  payment of $[X] on your end in the project [ABC]. This letter would try to settle the outstanding  payment and make th e payment convenient for both parties. In the settlement, the interests of  both of the parties have been considered and none has been sidelined for the monetary benefits.   According to the project report compiled on [DATE], our company was to prepare your p roject  [PORJECT NAME], for which a payment of $[X] was done in the shape of a down payment of the  project. The project was initiated on [DATE] and it was concluded on [DATE]. The project has  already been delivered to your project management team on [DATE]  but no payment has been  made yet. An amount of $[X] has been lying in arrears according to invoice no. (xxx).   The relevant department had already provided another deadline for the payment of the arrears  but no payment has been made yet. According to the re sources, we have come to know that your  company’s internal management has been disruptive, therefore, there are delays in the project  actions and payments. Moreover, it has been realized that your company is not in the position of  repaying the amount of $[ X] at once.   The management of the sales and accounts has expressed great remorse and exasperation on  getting no response from your team. To cater to this, we have decided to make the payment by  framing an installment plan of six months with an interest of  [X] percent. This will not only make  the payment easy for you but will also compensate for the lost value of the company’s realization.   Please respond to me at [EMAIL] or call at [PHONE] to confirm the plan attached as Annex - I. In  case of no response, our  company shall be impelled to take strict legal actions. Thank you.   Regards   [Your Name]   [ Business Name]  

