
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email] 

[Date] 

[Tenant Name] 

[Tenant Address] 

[City, State, Zip Code] 

Subject: FINAL NOTICE: Outstanding Rent Balance for [Property Address] 

Dear [Tenant Name], 

This letter serves as a final formal request for the unpaid rent balance regarding the property 

located at [Property Address]. 

According to our records, your account remains delinquent in the amount of $[Amount]. This 

balance consists of the following: 

• Remaining Rent for [Month/Period]: $[Amount] 

• Late Fees (if applicable): $[Amount] 

• Other Charges: $[Amount] 

Total Amount Due: $[Total Amount] 

Despite previous notifications, we have not received the full payment or a response regarding a 

payment plan. Please remit the total amount due by [Deadline Date] to avoid further action. 

Payment can be made via [Payment Method, e.g., Online Portal, Check, Money Order]. 

Failure to settle this debt by the date mentioned above will result in [Legal Action/Collection 

Agency Referral/Reporting to Credit Bureaus]. We would prefer to resolve this matter amicably 

and urge you to contact us immediately at [Your Phone Number] if you have any questions. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


