[Your Name/Company Name]
[Your Address]

[Your Phone Number]

[Your Email Address]

[Date]

[Recipient Name]
[Recipient Address]

RE: Notice of Outstanding Debt - [Invoice Number / Account Number]
Dear [Recipient Name],

This letter is to formally notify you that the balance of ${Amount Owed] on your account is now
overdue. Our records indicate that this payment was due on [Original Due Date].

If you have already sent your payment, please disregard this notice. Otherwise, please arrange
for payment to be made immediately via [Payment Method/Link].

Attached is a copy of the original invoice for your reference. If you are experiencing financial
difficulties or believe there is an error regarding this balance, please contact us at [Phone
Number] so we can resolve this matter.

We look forward to receiving your payment promptly.

Sincerely,

[Your Name]
[Your Title]



