
FROM: 

[Company Name] 

 

[Company Address] 

OVERDUE NOTICE 

TO:  
[Recipient Name/Company] 

 

[Recipient Address] 

NOTICE DATE:  
[Current Date] 

 
ACCOUNT NUMBER:  
[Account ID] 

This is a formal reminder regarding the following unpaid balance on your account. 

Invoice # Due Date Original Amount Days Overdue Balance Due 

TOTAL OUTSTANDING BALANCE: [Total Amount]  

Please remit payment immediately to avoid further collection actions or service interruptions. If 

payment has already been sent, please disregard this notice. 

PAYMENT INSTRUCTIONS:  
[Bank Transfer Details / Check Payable To / Online Portal Link] 

 

 
CONTACT FOR BILLING INQUIRIES:  
[Phone Number / Email Address] 


