
Debt Collection Notice 

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], 

Subject: Formal Debt Collection Notice 

This letter serves as a formal notice regarding the outstanding debt of [amount owed] due since 

[due date]. Despite previous reminders, we have yet to receive payment. 

Please be advised that this amount is now due, and we kindly request payment by [final payment 

date] to avoid further action. 

Payment can be made via [payment methods]. Should you have any questions or wish to discuss 

this matter, please contact me at your earliest convenience. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position, if applicable] 

[Your Company Name, if applicable] 


