
Debt Recovery Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Debtor's Name] 

[Debtor's Address] 

[City, State, Zip Code] 

Dear [Debtor's Name], 

I hope this message finds you well. I am writing to formally request the repayment of the 

outstanding debt in the amount of [insert amount] which was due on [insert due date]. As per our 

previous discussions and agreements, this amount remains unpaid. 

Please be advised that this debt must be settled by [insert final deadline], otherwise, I will have 

no choice but to escalate this matter further. 

I appreciate your immediate attention to this matter and look forward to resolving it promptly. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Title/Position, if applicable] 


