
Date: [Insert Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code]  

Re: Final Accounting and Statement of Remaining Balance Due 

Dear [Recipient Name], 

This letter serves as the final accounting for [Project Name/Case Number/Service Description]. 

Our records indicate that all services have been completed as of [Completion Date]. 

Below is a summary of the financial status of your account: 

• Total Contract/Service Amount: $[Amount] 

• Total Payments Received to Date: $[Amount] 

• Credits or Adjustments: $[Amount] 

• Remaining Balance Due: $[Amount] 

Please find the itemized invoice attached to this letter for your review. Payment of the remaining 

balance in the amount of $[Amount] is due by [Due Date]. 

Payments can be made via [Payment Method: Check/Credit Card/Online Portal]. 

If you have any questions regarding this final statement or if you believe there is an error in our 

calculations, please contact our office at [Phone Number] or [Email Address] no later than 

[Date]. 

Thank you for your business. 

Sincerely, 

[Your Name/Company Name] 

[Your Title]  


