
Tax Payment Overdue Warning 

Date: [Insert Date] 

From: [Your Company/Organization Name] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you that your tax payment is overdue. Our records indicate that the 

payment due on [Insert Due Date] for the amount of [Insert Amount] has not been received. 

It is important to address this outstanding balance as soon as possible to avoid any penalties or 

interest that may accrue. Please remit payment by [Insert Final Payment Deadline] to ensure that 

your account remains in good standing. 

If you have already submitted your payment, please disregard this notice. If you have any 

questions or need to discuss your account, please contact us at [Insert Phone Number] or [Insert 

Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


