
Letter of Regret for Non-Payment Notice 

Date: [Insert Date] 

From: [Your Company Name] 

Address: [Your Company Address] 

Email: [Your Company Email] 

To: [Recipient Name] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We hope this letter finds you well. We are writing to express our regret regarding the outstanding 

payment for invoice number [Invoice Number], due on [Due Date]. As of today, the payment 

remains unpaid, and we understand that unforeseen circumstances can occur. 

We value our relationship and are committed to working with you to resolve this matter. Please 

let us know if there are any issues that we can assist with or if you require any further 

information. 

We kindly ask that you make the payment by [New Due Date] to avoid any further action. Your 

prompt attention to this matter is greatly appreciated. 

Thank you for your immediate attention to this issue. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


