
[Company Name] 

[Street Address] 

[City, State, Zip] 

OVERDUE NOTICE 

Invoice #: [00000] 

Date: [Date] 

Due Date: [Original Due Date] 

Dear [Client Name], 

We hope you are having a productive week. This is a friendly reminder that we have not yet 

received payment for the invoice listed below. If payment has already been sent, please disregard 

this notice. 

Bill To:  

[Client Business Name] 

[Attn: Contact Person] 

[Client Address] 

Remittance Details:  

[Bank Name] 

Account: [Number] 

Routing: [Number] 

Description Quantity Rate Amount 

[Service/Product Description] [0] $[0.00] $[0.00] 



Description Quantity Rate Amount 

[Service/Product Description] [0] $[0.00] $[0.00] 

Subtotal: $[0.00]  

Tax: $[0.00]  

Total Balance Due: $[0.00]  

If you have any questions regarding this invoice or require any assistance with the payment process, 

please feel free to reach out to [Contact Name] at [Email/Phone]. 

Thank you for your business. 

Sincerely, 

[Your Name/Company] 


