
Final Notice 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 notice regarding your unpaid balance with [Your Company Name]. 

As of today, your account shows an outstanding amount of [Insert Amount] which was due on 

[Insert Due Date]. 

Despite previous reminders, we have not received your payment. Please be aware that failure to 

settle this account within [insert number of days, typically 10-15] days may result in further 

action, including but not limited to additional fees or referral to a collections agency. 

We urge you to remit your payment immediately to avoid any additional consequences. You may 

make your payment via [insert payment methods available] or contact us at [insert contact 

information] should you have any questions or wish to discuss your account. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Your Contact Information] 


