
[INSTITUTION NAME] 

[Department/Office] 

[Address Line 1] 

[Address Line 2] 

OVERDUE NOTICE 

Invoice #: [000000] 

Date Issued: [Date] 

Due Date: [Date] 

Bill To:  

[Recipient Name/Entity] 

[Attention To] 

[Recipient Address] 

[Contact Email/Phone] 

Remittance Details:  

Account Name: [Name] 

Bank: [Bank Name] 

SWIFT/BIC: [Code] 

Reference: [Invoice #] 

Description Quantity/Hrs Unit Price Total 

[Item or Service Description] [0.00] $[0.00] $[0.00] 

[Item or Service Description] [0.00] $[0.00] $[0.00] 



Description Quantity/Hrs Unit Price Total 

Late Payment Interest/Fee 1 $[0.00] $[0.00] 

Subtotal: $[0.00]  

Tax ([0]%): $[0.00]  

Total Amount Due: $[0.00]  

Notice: This account is past due. Please remit the total amount immediately to avoid further 

administrative actions or service disruptions. If payment has already been sent, please disregard this 

notice. 

Questions? Contact [Department Name] at [Phone Number] or [Email Address]. 


