
Overdue Account Notice 

Dear [Client Name], 

We hope this message finds you well. We are writing to inform you that your account with us 

has an overdue balance of $[Amount] as of [Due Date]. 

Please refer to the details of the outstanding invoice below: 

• Invoice Number: [Invoice Number] 

• Invoice Date: [Invoice Date] 

• Original Amount: $[Original Amount] 

• Amount Due: $[Amount] 

We kindly ask that you settle this amount at your earliest convenience. If payment has already 

been made, please disregard this notice. 

If you have any questions regarding your account, please feel free to contact us at [Phone 

Number] or [Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[Your Phone Number] 

[Your Email Address] 


