Overdue Payment Letter
First Name Last Name
Company

Address

City, State, ZIP Code

Date

Dear NAME,

I am writing to you in regards to Invoice number (#), which was sent to you on (DATE).

We understand that payments can sometimes be overlooked, and that you have every intention submitting the outstanding payment of AMOUNT.  If there is any problem, please feel free to call me at PHONE, to discuss possible options.
Please let us know if you have any questions or concerns.  We are always happy to discuss your account with you and your satisfaction is our number one priority..

Thank you for your attention.  I look forward to hearing from you soon.

Yours sincerely,

Name

Title
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