
URGENT: Payment Request for Outstanding 

Dues 

Dear [Recipient's Name], 

I hope this message finds you well. We are reaching out to remind you of the outstanding 

balance on your account with us. As of today, the total amount due is [Amount Due], and it was 

originally due on [Due Date]. 

We kindly request that you arrange for payment at your earliest convenience to avoid any 

penalties or disruption of services. Please find the payment details below: 

• Payment Method: [Payment Method] 

• Account Number: [Account Number] 

• Due By: [New Payment Deadline] 

If you have already made the payment, please disregard this notice. Otherwise, we appreciate 

your immediate attention to this matter. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


