
Legal Notice for Unpaid Invoice Letter 
 

[Your Full Name]​
[Your Address]​
[City, State, Zip Code]​
[Email Address]​
[Phone Number]​
[Date] 

[Recipient's Full Name]​
[Recipient's Address]​
[City, State, Zip Code] 

Subject: Legal Notice for Unpaid Invoice - Urgent Attention Required 

Dear [Recipient's Full Name], 

I hope this letter finds you well. It has come to our attention that despite multiple reminders, the 
invoice [Invoice Number], issued on [Invoice Date], with a due date of [Due Date], remains 
unpaid. 

The total outstanding amount of [Total Amount] is now considerably overdue, causing significant 
disruption to our financial operations. We have made several attempts to resolve this matter 
amicably, but the lack of response or payment leaves us with no alternative but to escalate the 
issue. 

This letter serves as a formal legal notice regarding the unpaid invoice. If the outstanding 
amount is not settled within [Number of Days] days from the date of this letter, we will have no 
choice but to initiate legal proceedings to recover the debt. 

Legal action may include filing a lawsuit against you, seeking a court judgment, and pursuing all 
available legal remedies to recover the outstanding amount. This process could result in 
additional legal costs that you may be required to cover. 

We strongly advise you to treat this matter with the utmost urgency. If you are facing difficulties 
or have concerns about the payment, we are open to discussing reasonable payment 
arrangements. Please contact our accounts department at [Accounts Department Contact] 
immediately to avoid legal consequences. 

Please consider this letter as our final notice before taking legal action. We hope to resolve this 
matter amicably, but we are prepared to take all necessary steps to recover the outstanding 
debt. 



Your prompt attention to this matter is imperative, and we expect full payment or a response 
within the specified timeframe. 

Sincerely, 

[Your Full Name]​
[Your Title]​
[Your Company Name]​
[Your Contact Information] 
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