Add your logo

[Add your company name here]

[Your name/company name
Your company address
(OryourID)]

[Name of customer
Address of customer]

[Place, date]

Payment reminder: invoice [number]

[Dear Ms. / Dear Mr. [customer name]]

It has come to our attention that we have not received payment
of invoice number [number] for the amount of [amount and currency].

We would be grateful if you could check whether the amount has already
been debited from your account. If not, please settle the invoice by [new payment date].

If you have already done so, you can simply ignore this [email/letter].

Many thanks in advance.

Yours sincerely
[Your name and any signature/footer lines with your contact details]
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