
Past Due Invoice Reminder 

Dear [Client's Name], 

We hope this message finds you well. We are writing to remind you that Invoice #[Invoice 

Number], originally due on [Due Date], remains unpaid. As of today, the outstanding balance is 

[Amount Due]. 

Please let us know if there are any issues we can assist you with regarding this invoice. Your 

timely payment is appreciated and helps us continue to provide you with quality services. 

We kindly ask that you process the payment by [New Due Date] to avoid any late fees. If you 

have already sent the payment, please disregard this notice. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


