
Last Warning for Unpaid Balance 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

This letter serves as a final reminder regarding your unpaid balance of [amount] that has been 

overdue since [due date]. Despite previous communications, we have yet to receive payment. 

Please be advised that if the outstanding balance is not settled by [final deadline date], we may 

have to take further action, which could include the involvement of a collections agency or legal 

proceedings. 

We urge you to address this matter promptly to avoid any negative consequences. 

If you have already made the payment, please disregard this notice. Otherwise, please remit 

payment immediately or contact us at [contact information] to discuss payment arrangements. 

Thank you for your attention to this urgent matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Contact Information] 


