
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Notification of Late Payment Penalties  

I hope this message finds you well. I am writing to inform you of the 

late payment penalties that have been applied to your account due to the 

outstanding balance that remains unpaid beyond the agreed-upon due date.  

As per our terms and conditions, a late fee of [percentage/amount] will 

be applied to your total outstanding balance for each [time period, e.g., 

month] that the payment remains overdue. Consequently, your total amount 

due is now [total amount including penalties].  

We kindly request that you remit the full payment by [final payment date] 

to avoid any further penalties and to maintain your account in good 

standing. If you have already submitted your payment, please disregard 

this notice.  

If you have any questions or need to discuss this matter further, please 

do not hesitate to reach out to me directly at [your phone number] or 

[your email address].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


