
Debt Recovery Notice 

Date: [Insert Date] 

To: [Debtor's Name] 

[Debtor's Address] 

Dear [Debtor's Name], 

Subject: Formal Debt Recovery Notice 

This letter serves as a formal notice regarding the outstanding payment of [Amount] that is due 

as of [Due Date]. Despite previous reminders, the payment remains unpaid. 

We kindly request that you remit the payment within [Number of Days] days from the date of 

this notice to avoid further action. 

Please find the details of the debt below: 

• Invoice Number: [Invoice Number] 

• Original Due Date: [Original Due Date] 

• Outstanding Amount: [Amount] 

Your prompt attention to this matter is appreciated. Failure to settle this debt may result in legal 

proceedings. 

Thank you for your immediate attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[Contact Information] 


