
Final Notice for Unpaid Service Fees 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

We hope this message finds you well. This is a final notice regarding the unpaid service fees for 

the services rendered to you on [Insert Service Dates]. Our records indicate that the payment of 

[Insert Amount] remains outstanding. 

Please be advised that if we do not receive your payment by [Insert Final Deadline], we will have 

no choice but to take further action, which may include referral to collections or legal 

proceedings. 

To avoid any additional charges or penalties, please remit payment immediately to the address 

below: 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

If you have already sent your payment, please disregard this letter. Should you have any 

questions regarding your account, feel free to contact us at [Insert Contact Information]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


