
Date: [Insert Date] 

[Customer Name] 

[Customer Address] 

[City, State, Zip Code]  

Re: Notice of Delinquent Balance 

Dear [Customer Name], 

This letter is to inform you that your account is currently past due. Our records indicate that we 

have not received payment for the outstanding invoices listed on your account. 

The total delinquent balance due is stated below: 

Total Amount Overdue: $[Insert Amount] 

Please remit payment in full by [Insert Due Date] to bring your account back into good standing. 

If payment has already been sent, please disregard this notice. 

If you have any questions regarding this balance or if you would like to discuss payment options, 

please contact our billing department at [Insert Phone Number] or [Insert Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name/Company Name] 

[Your Title] 

[Contact Information]  


