Attach an account statement with a copy of overdue invoices and your bank details
Edit fields in [RED]

[BUSINESS NAME]

[ADRESS 1]

[ADRESS 2]

[POST CODE] [TOWN]

[COUNTRY]


To the attention of [Accounts Payable Department] 
DHL letter n°[NUMBER]
OBJECT: OUTSTANDING INVOICES
	


[LOCATION] [DATE]

Dear Sir

If we are not mistaken, we have noted that you haven't yet paid our due invoices listed in joined document. 

We are sure that you just omitted to send us your payment and would be very grateful to you if you could settle this situation as soon as possible by bank transfer (bank details joined), so that we could settle your account. 

In the hope of receiving promptly your payment, we remain at your disposal for any further information you may need. 
If you have sent your payment before receiving this letter, please ignore it.   

Sincerely,

[YOUR NAME]

[YOUR TITLE]

[YOUR PHONE NUMBER]

[YOUR EMAIL]
Total due amount :





[AMOUNT] euros








