
Dear [Recipient's Name], 

This is a friendly reminder that your payment for [Service/Product] is due on [Due Date]. To 

avoid any interruptions, please ensure that the payment is completed by the deadline. 

You can make your payment through our secure online payment portal at [Payment Link]. If you 

have already completed your payment, please disregard this notice. 

Thank you for your attention to this matter. Should you have any questions, feel free to contact 

us at [Contact Information]. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Phone Number] 


