
Overdue Notice 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are writing to formally notify you that your account with us is now past due. As of today, the 

outstanding balance of [Insert Amount] has not been received, and the payment was due on 

[Insert Due Date]. 

This is a final notice before legal action may be taken. We urge you to take immediate action to 

resolve this matter and avoid further complications. 

Please send the payment to the address provided below or contact us at [Insert Contact Number] 

to discuss this matter further: 

[Your Company Name] 

[Your Company Address] 

[Your Company Phone Number] 

We appreciate your prompt attention to this matter and hope to resolve it swiftly. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


