
[Your Name/Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Date] 

[Recipient Name] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

RE: NOTICE OF FINAL DEADLINE FOR REMITTANCE - Invoice #[Number] 

Dear [Recipient Name], 

This letter serves as a formal notice regarding the outstanding balance on your account in the 

amount of $[Amount]. Our records indicate that this payment is now significantly overdue. 

Despite previous reminders, we have yet to receive the final remittance for the services/goods 

provided. Please be advised that we have set a strict deadline for this payment. We require the 

full balance to be cleared no later than [Date]. 

Payment can be made via [Payment Method: Wire Transfer/Check/Online Portal]. 

Please note that if payment is not received by the aforementioned date, we will be forced to take 

further action to recover the debt. This may include the suspension of future services, the 

imposition of late interest fees, or referring this matter to a formal collection agency/legal 

counsel. 

We trust that you will settle this matter promptly to avoid any disruption to our business 

relationship. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title] 


