 [ your name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Reminder of the late payment

This is to remind you according to our record, it is shown that you have not yet settled the payment for [ the topic ]. 

You are advised to settle the payment as soon as possible, or we will charge you an additional cost of [ the amount ].

Should you have any questions regarding your payment status, you are welcome to discuss these with us.

Thank you for your attention.

 Yours truly,

[ your signature ]

[ your name ]

[ your title  ]

