
Billing Communication 

Date: [Insert Date] 

From: [Your Company Name] 

To: [Customer Name] 

Address: [Customer Address] 

Dear [Customer Name], 

We hope this message finds you well. We are writing to provide you with an update regarding 

your recent billing statement. 

Your current invoice, dated [Invoice Date], is for the amount of [Invoice Amount]. It is due on 

[Due Date]. Please ensure that this payment is made by the due date to avoid any late fees. 

If you have any questions regarding your bill or require further clarification, do not hesitate to 

contact our billing department at [Contact Information] or reply to this email. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Phone Number] 

[Company Email Address] 


