
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

Subject: Payment Reminder for Outstanding Invoice #[Invoice Number]  

I hope this message finds you well. I am writing to bring to your 

attention the outstanding balance on your account, which remains unpaid 

despite previous reminders sent on [List Dates of Prior Reminders].  

As of today, the amount of [Total Amount Due] remains outstanding, which 

was due on [Due Date]. Timely payments are essential for maintaining a 

mutually beneficial business relationship, and I believe this oversight 

may have been unintentional.  

I kindly request that you process this payment by [New Payment Deadline] 

to avoid any late fees or further action. Please find the details for 

payment below:  

- Invoice Number: [Invoice Number]  

- Total Amount Due: [Total Amount Due]  

- Payment Methods Accepted: [List Payment Methods]  

If you have already made this payment, please disregard this letter. 

Otherwise, I appreciate your prompt attention to this matter. Should you 

have any questions or require clarification, do not hesitate to reach 

out.  

Thank you for your cooperation.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Website] 


