
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Designation]  

[Society Name]  

[Society Address]  

[City, State, ZIP Code]  

Subject: Payment Reminder for Society Maintenance Charges  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to remind you about the 

outstanding maintenance charges for [Month/Period]. As of today, the 

amount due is [Amount Due].  

According to our records, the payment was due on [Due Date], and we 

kindly request that you arrange for this payment at your earliest 

convenience. Timely payments ensure that we can maintain the quality of 

services and facilities provided by the society.  

Please find the payment details below:  

- Amount Due: [Amount]  

- Due Date: [Due Date]  

- Payment Methods: [e.g., bank transfer, cheque, etc.]  

If you have already made this payment, please disregard this notice. 

Otherwise, if you have any questions or concerns regarding your payment, 

feel free to contact me at [Your Phone Number] or [Your Email Address].  

Thank you for your prompt attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Society Name] 


