
Final Demand for Overdue Payment 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Subject: Final Demand for Overdue Payment 

Dear [Recipient Name], 

We are writing to inform you that your payment of [amount due] for invoice number [invoice 

number] was due on [due date] and remains unpaid. Despite previous reminders, we have yet to 

receive your payment. 

This is our final demand for payment. We kindly ask that you remit payment by [final due date, 

typically 7-14 days from the date of the letter] to avoid further actions, which may include 

additional fees or legal proceedings. 

You can make the payment through [payment methods available]. If you have already sent your 

payment, please disregard this letter. However, if you are facing difficulties, please contact us to 

discuss a possible payment arrangement. 

Thank you for your immediate attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


