
Final Notice of Outstanding Payment 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

RE: Final Notice of Outstanding Payment 

This letter serves as a final notice regarding the outstanding payment of [amount owed] for 

[services or products] provided on [date of service/product delivery]. As of today, our records 

indicate that this amount remains unpaid, despite our previous reminders sent on [list previous 

dates of reminders]. 

Please be advised that if we do not receive the full payment by [final deadline date, typically 

within 7-14 days from the date of this letter], we will be forced to initiate legal proceedings to 

recover the debt. This action may include, but is not limited to, placing the matter with a 

collection agency or pursuing legal action in court. 

We urge you to treat this matter with urgency, as it is in your best interest to resolve this issue 

amicably. If you believe you have received this notice in error, or if you have already made 

payment, please contact us immediately at [your phone number or email address] to discuss the 

matter. 

Thank you for your prompt attention to this important issue. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Company Name] 


