
Account Arrears Notification 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Address] 

Dear [Recipient Name], 

We are writing to inform you that your account with [Company Name] is currently in arrears. As 

of [Insert Date], the outstanding balance is [Insert Amount]. Our records indicate that payment 

was due on [Insert Due Date] and has not yet been received. 

We kindly request that you remit payment at your earliest convenience to avoid any further 

action. Payment can be made through [insert payment methods]. If you have already made the 

payment, please disregard this notice. 

If you are facing financial difficulties, we encourage you to contact us to discuss possible 

arrangements. Our goal is to assist you in resolving any issues related to your account. 

Thank you for your attention to this important matter. If you have any questions, please feel free 

to reach us at [Insert Contact Information]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Contact Information] 


