Prompt Invoice Payment Reminder Letter


Full Name: ________________________________	Business Name: ____________________________
Address: ____________________________________________________________________________
Contact: ___________________________________, _________________________________________,

Dear Customer,

Hello and Good day!
I am writing this letter to inform you that we have an overdue balance in credit of amount __________________ for invoice number _________________________ dated ______________________and due on ___________. 

I would appreciate if you could clear the overdue amount by making a prompt payment as soon as possible. 
In this regard, I shall remind you that the following payment methods are available for you. 
1. _________________________ 	2.  _______________________	3. ___________________

Please Note that if this invoice had already been paid, this message can be ignored.

Thanks once again.

Best regards, 

Your Name: ________________________
Business Name: _________________________ 

Contact: _____________________________

