
Non-Compliance with Payment Arrangement 

Date: [Insert Date] 

From: [Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

To: [Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to address an important matter regarding the 

payment arrangement that was established on [Insert Agreement Date]. As of today, we have not 

received the expected payments in accordance with the agreed terms. 

As stated in our agreement, payments were due on the following dates: [List Payment Dates]. 

However, we noted that the following payments are currently outstanding: 

• [List Outstanding Payments] 

Please understand that timely payments are crucial for maintaining the arrangement and avoiding 

further consequences. We kindly request that you address this situation promptly by making the 

necessary payments by [Set a New Deadline]. 

If you are experiencing difficulties, please reach out to discuss alternative solutions. We value 

your cooperation and hope to resolve this matter amicably. 

Thank you for your attention to this issue. I look forward to your swift response. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company Name] (if applicable) 


