
Formal Demand for Overdue Payment 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally demand payment for the overdue amount of [insert amount] that was 

due on [insert due date]. Despite previous reminders, the payment has not been received. 

Please consider this letter a final demand for payment. If I do not receive the payment by [insert 

final deadline], I will have no choice but to consider further action to recover the funds owed. 

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

Sincerely, 

[Your Name]  

[Your Position, if applicable]  

[Your Company Name, if applicable] 


