
[Your Name/Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Date] 

[Recipient Name] 

[Recipient Company Name] 

[Recipient Address] 

[City, State, Zip Code] 

Re: Payment Request for Invoice #[Invoice Number] 

Dear [Recipient Name], 

This is a formal request for the payment of invoice #[Invoice Number], dated [Invoice Date], 

which is currently [due/outstanding]. The total amount due is [Amount]. 

Please remit payment using the enclosed instructions. We have provided multiple options to 

ensure the process is convenient for you. Please ensure that your invoice number is included with 

your remittance to guarantee the payment is applied correctly to your account. 

If payment has already been sent, please disregard this notice. If you have any questions 

regarding this invoice or the payment methods provided, please contact us at [Phone Number] or 

[Email Address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title] 

Enclosure: Payment Instructions 


