
Overdue Fines Payment Instruction 

Date: [Insert Date] 

Dear [Recipient's Name], 

We hope this message finds you well. This letter serves as a reminder that your account currently 

has overdue fines totaling [Insert Amount]. We kindly request that you settle this balance at your 

earliest convenience. 

Payment Instructions: 

1. Please visit our website at [Insert Website Link]. 

2. Log in to your account using your credentials. 

3. Select the "Payments" tab from the menu. 

4. Choose "Overdue Fines" from the payment options. 

5. Follow the prompts to enter your payment information. 

6. Submit your payment. 

If you have any questions or require assistance, please do not hesitate to contact our customer 

service at [Insert Phone Number] or [Insert Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


