PAYMENT REMINDER

Date: [Current Date]

OVERDUE

FROM:

[Your Company Name]
[Street Address]

[City, State, Zip]
[Email/Phone]

TO:

[Client Name]

[Client Address]

[City, State, Zip]
[Client Email]

FINAL NOTICE: The invoice(s) listed below are now past the agreed payment terms. Please
remit the total balance immediately to avoid further action or late interest penalties.

Invoice # Due Date Days Overdue Amount
[Invoice Number] [Original Due Date]  [Number] Days [0.00]
Late Fee / Interest - -- [0.00]

TOTAL OUTSTANDING: [0.00] [Currency]
PAYMENT INSTRUCTIONS:

Bank: [Bank Name]
Account Name: [Name]
Account Number / IBAN: [Number]




SWIFT/BIC: [Code]
Reference: [Invoice Number]

If payment has already been sent, please disregard this notice. Otherwise, please contact [Department/Name] at [Phone Number]
immediately.



