
Late Payment Reminder 

Dear [Member's Name], 

We hope this message finds you well. We are writing to remind you that your membership fee, 

which was due on [Due Date], has not yet been received. 

Your membership is important to us, and we would like to ensure that you continue to enjoy the 

benefits it provides. Please submit your payment of [Amount] at your earliest convenience to 

avoid any interruptions in your membership status. 

If you have already sent your payment, please disregard this notice. Otherwise, we kindly ask 

you to attend to this matter by [New Deadline if applicable]. 

Thank you for your attention to this matter. If you have any questions, feel free to contact us at 

[Contact Information]. 

Best regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Phone Number] 

[Email Address] 


