	
	
	



[COMPANY NAME]
[ADDRESS]
[CITY, STATE, ZIP CODE]
[DATE]

Subject: Reminder on Upcoming Invoice Due Date
Dear [Recipient’s Name],
We are writing to remind you that your payment for [INVOICE NUMBER/SERVICE DESCRIPTION] is approaching and is due on [DUE DATE].
Invoice Details
· Invoice Number: [INVOICE NUMBER]
· Service/Order Description: [Brief Description]
· Total Amount Due: [AMOUNT DUE]
· Due Date: [DUE DATE]
Payment Instructions
To ensure timely processing, please make the payment by the due date. Below are the payment details for your reference:
· Payment Method: [e.g., Bank Transfer, Credit Card]
· Account Details: [Account Number, Sort Code, etc.]
· Reference: [Invoice Number or Reference Code]
If you have already completed the payment or require further clarification, please contact [Name, Title] at [Email Address/Phone Number].
Thank you for your prompt attention to this matter. We value your business and appreciate your cooperation.

Yours sincerely,
……………………………………………………….

[NAME]
[TITLE/POSITION]

