
Final Notice for Payment Collection 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

This letter serves as a final notice regarding your outstanding payment of [insert amount] for 

[insert service/product]. Despite previous reminders sent on [insert dates of previous reminders], 

we have yet to receive the payment. 

Please be advised that if the payment is not received by [insert due date], we may have no choice 

but to escalate this matter to collections. 

We value your business and would like to resolve this matter amicably. Please contact us at 

[insert contact information] to discuss this further. 

Thank you for your immediate attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


