Reminder Letter to Payment

[Your Name]

[Your Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient’s Name]

[Recipient’s Title/Position]

[Recipient’s Company/Organization Name]
[Recipient’s Address]

[City, State, Zip Code]

Dear [Recipient’'s Name],

| hope this message finds you well. | am writing to remind you that payment

for invoice #[Invoice Number], dated [Invoice Date], is due on [Due Date].

As of today, we have not yet received the payment, which amounts to
[Amount Due]. We kindly ask that you process this payment at your earliest

convenience to avoid any late fees or disruption of services.

For your reference, here are the payment details:
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¢ Invoice Amount: [Amount Due]
e Due Date: [Due Date]
e Payment Methods Accepted: [List payment methods, e.g., bank

transfer, check, etc.]

If you have already sent the payment, please disregard this notice. However, if
you have any questions or concerns regarding the invoice or payment

process, feel free to reach out to me directly.

Thank you for your attention to this matter. We appreciate your prompt

response.
Best regards,

[Your Name]
[Your Title]

[Company/Organization Name]

Copyright @ EXAMPLES.COM



https://www.examples.com/

