
Unpaid Invoice Notice 

Date: [Insert Date] 

[Your Company Name] 

[Your Company Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

 

To: [Client's Name] 

[Client's Company Name] 

[Client's Address] 

[City, State, ZIP Code] 

 

Dear [Client's Name], 

This is a reminder that Invoice #[Invoice Number], dated [Invoice Date], in the amount of 

[Invoice Amount], remains unpaid as of today's date. 

Please arrange for payment at your earliest convenience to avoid any late fees or service 

interruptions. 

If you have already sent payment, please disregard this notice. Otherwise, we would appreciate 

your prompt attention to this matter. 

Thank you for your cooperation. 

 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company Name] 


