Date:

	To:

	




Subject:                            NOTICE FOR PAYMENT ENQUIRY  

Respected Sir/Madam,
We are disquiet on the information from the bank on not receiving your due payment of [Amount$]. Kindly reassure us about your balance to be paid:
· The account balance has not yet transferred due to:
· If the transfer has been done, attach bank payment receipt and provide other details.

Kindly negotiate with the program office as soon as possible, Your cooperation will be appreciated. 

Sincerely,
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