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{Debtor’s Name}
{Debtor’s Company Name}
{Debtor’s Company Address}
{City, State, Zip Code}
Re: Past Due – Please Pay Upon Receipt
Dear {Mr./Mrs./Ms. Last Name},
On {date} I delivered {mention goods or services provided} at your request, with the promise that you will pay {company name} a sum of {mention due amount} by {due date}. Despite my efforts to recover this amount on {insert dates when you requested payment in writing}, you have not responded.
I am writing to request that you pay the due amount to {account number} within the next 5 days. Failure to meet this demand will automatically lead to {mention the consequences for non-payment}.
If you have any questions regarding this matter, contact me at {contact information}.
Prompt attention to this issue will be appreciated.
Sincerely,
{Your Name}
{Your Signature}

