
Payment Request for Pending Dues 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

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

[insert amount] that is due as of [insert due date]. As per our records, this payment has been 

pending for [insert duration]. 

The details of the pending dues are as follows: 

• Invoice Number: [Insert Invoice Number] 

• Invoice Date: [Insert Invoice Date] 

• Due Amount: [Insert Amount] 

We understand that oversights can happen, and we appreciate your prompt attention to this 

matter. Please let us know if there are any issues or if you need further information. 

We would appreciate your payment by [insert new due date]. Payment can be made via [insert 

payment methods]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


