
{Date}

{Debtor’s Name}
{Debtor’s Address}
{City, State, Zip Code}

Re: Overdue Payment

Dear {Mr./Mrs./Ms. Last Name},
We at {law firm name} are writing on behalf of our client, {client name}, to inform you of an overdue payment you owe our client. According to the invoice attached herein, you owe {client name} a sum of {insert date amount} for {mention sold services/product}.
As of the writing of this letter, said debt is {duration} overdue, and the inconvenience will result in {mention interest charges if applicable}. This brings your total to {total debt amount}.
This letter is a request that you pay the debt by {provide deadline}, or we will be forced to {mention consequences of non-compliance}.
If you have any questions regarding this demand, contact us at {contact information}.

Sincerely,
{Attorney’s Name}
{Law Firm Name}
[bookmark: _GoBack]{Attorney’s Signature}

