[YOUR NAME OR COMPANY]
[Street address, City, State ZIP]   ·   [Phone]   ·   [Email]

[Letter date]
«Tenant Name»
«Property Address»
NOTICE OF PAST-DUE RENT
RE: Past-due rent for the premises at «Property Address»
Dear «Tenant Name»,
This letter is a reminder that, as of [Balance as of date], our records show a past-due balance on your rent account for the premises at «Property Address». The outstanding balance is summarized in the account summary below.
This letter is a payment reminder only. It is not an eviction notice, a notice to vacate, or any statutory notice required to begin legal proceedings.
If you have already sent payment in full, please disregard this letter and accept our thanks. If you believe any part of this balance is incorrect, please contact us right away so we can review your account together.
ACCOUNT SUMMARY
	Rent period
	«Rent Period»

	Amount past due
	«Amount Past Due»

	Late fee (per lease, where permitted by law)
	«Late Fee»

	Total amount now due
	«Total Due»

	Payment must be received by
	[Payment due date]



Under your lease, payment of the total amount shown above must be received no later than [Payment due date]. Any partial payment received will be applied to your outstanding balance.
All other terms and conditions of your lease remain in full effect. If the total amount due is not received by [Payment due date], we may take further action as permitted by the lease and applicable law, which may include service of a formal statutory notice and pursuit of the remedies available for nonpayment of rent.
If you are experiencing a temporary financial hardship, please contact us before the payment date above. We are willing to discuss a reasonable payment arrangement where possible, and a short conversation now can often prevent additional fees and formal proceedings.
HOW TO PAY
• Online: log in to the resident portal at [Online portal URL] and pay the total amount due.
• By mail: send a check or money order, payable to [Payee name], to [Payment mailing address], allowing enough time for delivery by [Payment due date].
• Other accepted method: [Other payment method].
• With any payment, include your full name and the property address so the payment is applied to the correct account.
If you have questions about this letter or your account history, please contact [Landlord or company name] at [Phone] or [Email]. We are glad to review the account with you.
Thank you for your prompt attention to this matter. We value you as a resident and look forward to resolving this balance quickly.
Sincerely,

[Landlord or company name]
[Title, e.g. Owner or Property Manager]
[Phone]  ·  [Email]  ·  [Landlord mailing address]

DELIVERY RECORD
Complete after sending and keep with your records. A copy of this letter, dated [Letter date], was delivered to the tenant named above by the method indicated.
□ Hand delivery to the tenant, or delivery to the premises in a sealed envelope addressed to the tenant
□ Certified mail, return receipt requested
□ First-class mail
Date delivered: ____________________      Delivered by (printed name): ____________________
Signature: ____________________
Late-fee amounts, caps, and grace periods vary by state and must match your lease. Verify the rules that apply to your rental before sending, and keep a signed copy with the completed Delivery Record.




