
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Demand for Overdue Payment  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to formally request 

payment for the overdue amount of [Dollar Amount] for the 

services/products provided on [Date of Service/Product Delivery]. 

According to our agreement, payment was due on [Due Date], and as of 

today, it remains outstanding.  

Despite previous reminders, this payment has not been received. Please 

consider this letter a demand for payment. Kindly remit the total amount 

due by [Final Payment Deadline, e.g., 10 days from the date of this 

letter] to avoid any further action.  

Payment can be made via [Payment Methods - e.g., check, bank transfer, 

etc.]. Please reach out if there are any issues or if you would like to 

discuss this matter.  

Thank you for your prompt attention to this important issue.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title (if applicable)]  

[Your Company Name (if applicable)] 


