
Final Notice for Unpaid Invoice 

Date: [Insert Date] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Client's Name] 

[Client's Company Name] 

[Client's Company Address] 

[City, State, Zip Code] 

Subject: Final Notice for Unpaid Invoice 

Dear [Client's Name], 

We are writing to inform you that your account with us shows an outstanding balance due for the 

invoice [Invoice Number] dated [Invoice Date]. The total amount of [Total Amount Due] was 

due on [Due Date] and is now considerably overdue. 

Despite our previous reminders, we have yet to receive your payment. We kindly request that 

you settle this matter by [Final Payment Deadline]. Failure to do so may result in further action, 

including but not limited to suspension of services or legal action to recover the debt. 

If you have already sent your payment, please disregard this notice. Otherwise, please make the 

payment immediately to avoid any further consequences. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


