
Invoice Overdue Notice 

Dear [Client's Name], 

This is a reminder that invoice #[Invoice Number], dated [Invoice Date], in the amount of 

[Invoice Amount] is now overdue. According to our records, the payment was due on [Due 

Date]. 

As per our agreement, the following repayment terms apply: 

• Due Amount: [Due Amount] 

• Grace Period: [Grace Period] days 

• Late Fee: [Late Fee] after grace period 

• Payment Methods: [Payment Methods] 

Please process this payment as soon as possible to avoid additional late fees. If you have already 

sent the payment, please disregard this notice. 

If you have any questions or would like to discuss your account further, feel free to contact me at 

[Your Contact Information]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


