
Date: [Current Date] 

To: [Tenant Name] 

Address: [Property Address] 

Unit Number: [Unit Number, if applicable]  

RE: NOTICE OF INTENT TO REPORT DELINQUENT RENT 

Dear [Tenant Name], 

This letter serves as formal notice that your rent payment for the period of [Month/Period] is 

currently past due. As of today, our records indicate an outstanding balance of $[Amount Owed]. 

Please be advised that it is our policy to report delinquent accounts to national credit reporting 

agencies. A negative report can significantly impact your credit score and your ability to secure 

future housing, loans, or credit lines. 

To avoid this action, you must pay the full balance of $[Amount Owed] by [Deadline 

Date/Time]. 

Payments can be made via [List Payment Methods, e.g., Online Portal, Certified Check, etc.]. 

If you have already sent your payment or if you believe this notice is in error, please contact our 

office immediately at [Phone Number] or [Email Address] to resolve the matter. 

Sincerely, 

[Your Name/Company Name] 

[Title] 

[Contact Information]  


