
Notification of Overdue Insurance Premium 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to inform you that your insurance premium payment for policy number [Insert 

Policy Number] is currently overdue. As of today, the payment amount of [Insert Amount] was 

due on [Insert Due Date]. 

To avoid any interruption in your coverage, we kindly ask you to remit the payment as soon as 

possible. Please refer to the payment options listed at the bottom of this letter. 

If you have already sent the payment, please disregard this notice. If you have any questions or 

need assistance, feel free to contact our customer service department at [Insert Phone Number] or 

[Insert Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Contact Information] 

Payment Options: 

• Online via our website: [Insert Website Link] 

• By phone: [Insert Phone Number] 

• By mail: [Insert Mailing Address] 


