
Debt Recovery Reminder 

Date: [Insert Date] 

To, 

[Debtor's Name] 

[Debtor's Address] 

Dear [Debtor's Name], 

This letter serves as a reminder regarding the outstanding debt of [Amount] which was due on 

[Due Date]. As per our previous communications and agreements, we were expecting payment 

by the specified date. 

We understand that unforeseen circumstances can occur, and we would like to work with you to 

resolve this matter promptly. Please let us know if there are any issues we should be aware of or 

if you would like to discuss alternative payment arrangements. 

We kindly ask you to remit the payment by [New Due Date] to avoid any additional fees or legal 

actions. Our payment details are as follows: 

[Insert Payment Information] 

Thank you for your immediate attention to this matter. We look forward to your prompt 

response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[Your Contact Information] 


