
Account Delinquency Notification 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We hope this message finds you well. We are writing to notify you about the current status of 

your account with us (Account Number: [Account Number]). As of today, your account is 

classified as delinquent, with an outstanding balance of [Amount Due]. 

This balance was due on [Due Date] and remains unpaid. We kindly ask you to address this 

matter at your earliest convenience to avoid further actions, including additional fees or legal 

proceedings. 

You can make a payment via [Payment Method] or contact us at [Contact Information] to discuss 

this matter further. 

Thank you for your immediate attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Company Contact Information] 


