
Notice of Overdue Payment 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to inform you that your payment for invoice #[Invoice Number], 
which was due on [Due Date], has not been received. As of today, the amount of 
[Amount Due] is now overdue. 

We respectfully request that you make this payment as soon as possible to avoid 
any late fees and to ensure the continuation of services provided. Please refer to 
the payment details stated in the original invoice. 

If you have already sent your payment, please disregard this notice. Otherwise, 
we would appreciate your immediate attention to this matter. For any questions or 
concerns, feel free to contact us at [Your Contact Information]. 

Thank you for your prompt cooperation. 

Sincerely, 

[Your Name] 
[Your Position] 
[Your Company Name] 
[Your Company Address] 
[Your Phone Number] 
[Your Email Address] 


