Prompt Payment Reminder Letter


Dear Mr./Mrs. ____________________,

I hope this letter finds you well. I am writing this letter to remind you that the due date of invoice # ___________ is fast approaching. 

Please find the details of the invoice below:
	Invoice Number
	Invoice Date
	Due Date
	Amount Due

	
	
	
	

	
	
	
	



In order to make a prompt payment, I am recommending the following payment methods:

· Cash Payment: (Contact the following person __________________________________)
· Bank Wire Transfer: (Bank name __________________ account # __________________) 

For your convenience, I am mentioning the due date ________________. You are requested to make the payment to avoid any late fees or service interruptions.

Important: 
A late fee of _________________ may be applied if the payment is not received by the due date indicated above.


We appreciate your prompt attention to this matter and value your business.

Sincerely,

Full Name: _________________________

Business Name: ______________________

Contact: ___________________________

