
Notice of Late Payment 

Date: [Insert Date] 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name], 

This letter serves as a formal notice regarding the ongoing late payment issues associated with 

your account. Despite our previous communications dated [insert dates of prior 

communications], the outstanding amount of [insert amount] remains unpaid as of [insert date]. 

We value our relationship and understand that oversights can occur; however, we must address 

this matter promptly to avoid further complications. We kindly request that you remit the 

outstanding balance by [insert deadline date]. 

If you have already sent the payment, please disregard this notice. Otherwise, we appreciate your 

immediate attention to this matter. Should you require any clarification, please do not hesitate to 

reach out at [your phone number]. 

Thank you for your prompt attention to this important issue. 

Sincerely, 

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Title]  

[Your Company Name]  


