
Date: [Insert Date] 

To: [Customer Name] 

Address: [Customer Address] 

Account Number: [Account Number]  

Subject: FINAL NOTICE: Please Remit Your Full Payment Immediately To Avoid 

Penalties 

Dear [Customer Name], 

Our records indicate that your account is currently overdue. Despite previous notifications, we 

have not yet received the outstanding balance of $[Amount Due], which was due on [Original 

Due Date]. 

Please remit your full payment immediately to avoid further action. Failure to settle this balance 

by [Deadline Date] will result in the following: 

• Assessment of late payment penalties and interest charges. 

• Suspension of services or credit privileges. 

• Referral of your account to a third-party collection agency. 

If you have already sent your payment, please disregard this notice. If you are experiencing 

financial difficulties, please contact our billing department at [Phone Number] immediately to 

discuss potential payment arrangements. 

You may submit your payment via [Payment Methods, e.g., online portal, check, or bank 

transfer]. 

Thank you for your prompt attention to this urgent matter. 

Sincerely, 

[Your Name/Department] 

[Company Name] 

[Contact Information]  


