
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the status of payment for the 

overdue invoices listed below: 

• Invoice # [Invoice Number] - Amount: $[Amount] - Due Date: [Due Date] 

• Invoice # [Invoice Number] - Amount: $[Amount] - Due Date: [Due Date] 

• Invoice # [Invoice Number] - Amount: $[Amount] - Due Date: [Due Date] 

We greatly appreciate your prompt attention to this matter and would like to know when we can 

expect the payment. If there are any issues or queries regarding these invoices, please do not 

hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


