[Debtor company name]
For the attention of the Accounts Payable department
[Street and number]
[Postcode] [Town]
[Country]
[Place], [date]
Subject: Payment reminder – statement of account

Dear Sir or Madam,
our records show the following invoices as outstanding:
	Invoice
	Invoice date
	Due date
	Amount
	Outstanding

	[No.]
	[date]
	[date]
	[amount]
	[amount]

	[No.]
	[date]
	[date]
	[amount]
	[amount]

	
	
	
	Total
	[amount]



The due date for one or more of these invoices has passed. We assume this has simply escaped your attention. If an invoice is disputed or if there is another reason for non-payment, please contact us so that we can resolve it.
We would ask you to check your records and, if our request is correct, to pay the outstanding amount within [number] days of the date of this letter:
Account holder: [name]
IBAN: [IBAN]
BIC/SWIFT: [BIC]
Payment reference: [invoice number]
If your payment and this letter have crossed, please disregard this reminder.

Yours faithfully
[Name]
[Position]
[Company name]

