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PAYMENT REMINDER


	[Recipient’s first and last name]
[Client Company name]
[Postal address]
[City, State, Postcode]

[Date of letter: month, day, year]
	INVOICE #
	12345

	
	Overdue amount:
	$xxx.xx

	
	Date of invoice:
	18 August 2014

	
	Invoice payment due:
	20 September 2014

	
	Client code:
	CLIENT001

	
	
	

	
	
	




Dear [recipient’s name],

FORMAL:
A review of our records indicates that your account is past due date. This notice is a reminder that your payment was due on [date] in the amount of [amount]. Please submit this payment promptly. Be sure to include your client code in order to facilitate proper processing.
If you have already made your payment, please disregard this notice. If there is a problem regarding the payment, please telephone me so that we can discuss the situation.
Thank you for your prompt attention to this matter.

Yours sincerely,
[image: ]


[Sender first and last name]
OR
INFORMAL (recommended for an Account Manager following up with their client):
I am following up about invoice number [#] for [$ amount]. Our records show that payment for this invoice was due on [date], but has not yet been received.
Please let me know when this invoice will be paid, or call me on [phone number] if there are any issues preventing payment (or to let me know the invoice has already been paid).
Thank you for your prompt attention to his matter. I look forward to hearing from you.

Kind regards,
[image: ]


[Sender first and last name)
[bookmark: _GoBack][Your company name here]
13 Street Address, Suburb, City, Postcode, Country
Postal address, Suburb, City, Postcode, Country
Main telephone number, web address

Accounts: Telephone, email
Bank account details: Bank XYZ 02 0432 0001234 000
Please use your Client Code as your payment reference.
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