
[Your Name]  

[Your Address]  

[City, Province, Postal Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Company Name]  

[Recipient's Address]  

[City, Province, Postal Code]  

Subject: Demand for Overdue Payment  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to formally address the 

overdue payment of [amount] that was due on [due date]. This payment 

pertains to [brief description of goods/services provided].  

As of today, the amount remains outstanding. According to our records, a 

total of [amount] is now overdue by [number of days]. Please find 

attached copies of the relevant invoices for your reference.  

We kindly request that you remit the payment by [final deadline date]. If 

payment is not received by this date, we may have to consider initiating 

further actions to recover the debt.  

Please feel free to contact me at [your phone number] or [your email 

address] if you have any questions or require any additional information.  

Thank you for your prompt attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Company Name] (if applicable) 


