Full Name: ________________________________
Prompt Payment Reminder Letter

Business Name: ____________________________
Address: __________________________________
__________________________________________
Contact: ___________________________________

SUBJECT: 				PAYMENT REMINDER A/c Reference #                                                                            

Respected Mr. ___________________________,

This is a friendly reminder that the following invoice is now 7 days overdue:

Invoice Date: _________________________ 
Invoice No: __________________________ 
Invoice Amount: _______________________

We understand that oversights happen but would appreciate prompt payment of this amount. Could you please let me know when I can expect payment? 

If payment has already been made, please disregard this letter.

Thanks in advance for your cooperation.

Best regards, 

Your Name: ________________________
Business Name: _________________________ 

Contact: _____________________________

