
Invoice Payment Request 

Date: [Insert Date] 

From: 

[Your Name] 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: 

[Client Name] 

[Client Company Name] 

[Client Address] 

[City, State, Zip Code] 

Dear [Client Name], 

I hope this message finds you well. I am writing to remind you about the outstanding payment 

for invoice #[Invoice Number], which was issued on [Invoice Date]. The total amount due is 

[Amount Due]. 

The payment was due on [Due Date]. If you have already made the payment, please disregard 

this notice. Otherwise, please arrange for the payment at your earliest convenience. 

You can make the payment via [Payment Method], to the following account: 

[Bank Name] 

[Account Number] 

[Reference Note, if any] 

Thank you for your attention to this matter. Should you have any questions or concerns, please 

do not hesitate to contact me. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


