Date: [Date]

To:

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip Code]

Subject: Itemized Past Due Notice - Invoice #[Invoice Number]

Dear [Recipient Name],

According to our records, your account is currently past due. This letter serves as a formal
request for payment regarding the supplies delivered on [Delivery Date].

Below is the itemized breakdown of the outstanding balance:

Item Description Quantity Unit Price Total
[Item 1] [Qty] $[Price]  $[Total]
[Item 2] [Qty] $[Price]  $[Total]

Subtotal: |$[Subtotal Amount]
Late Fees: $[Fee Amount]
Total Balance Due: $[Grand Total]

Please submit your payment by [Due Date] to avoid further late charges or service interruptions.
You can make your payment via [Payment Method: Check/Online Portal/Bank Transfer].

If payment has already been sent, please disregard this notice. If you have questions regarding
this invoice, please contact our billing department at [Phone Number] or [Email Address].

Sincerely,
[Your Name]

[Your Title]
[Your Company Name]



