
[Current Date] 

[Customer Name] 

[Customer Address] 

[City, State, Zip Code]  

RE: FINAL NOTICE - OVERDUE BALANCE FOR ACCOUNT #[Account Number] 

Dear [Customer Name], 

This is a formal final warning regarding your outstanding balance of $[Amount Due]. Despite 

our previous attempts to contact you, your account remains unpaid. 

Your payment was originally due on [Original Due Date] and is now [Number of Days] days 

overdue. We have not received a response to our prior notices sent on [Dates of Previous 

Notices]. 

Required Action: 

Please submit the full payment of $[Amount Due] by [Deadline Date] to avoid further action. 

Payments can be made via [Payment Method/Link]. 

If we do not receive payment or hear from you by the date mentioned above, we will have no 

choice but to take the following steps: 

• Suspension of your services/account. 

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

• Reporting of this delinquency to credit bureaus. 

• Legal action to recover the debt. 

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

financial difficulties, please contact us immediately at [Phone Number] or [Email Address] to 

discuss a payment arrangement. 

Sincerely, 

[Your Name/Department] 

[Company Name] 

[Phone Number]  


