	Your Company Name
Accounts Receivable Department
	123 Business Street
City, State 00000
(000) 000-0000
accounts@yourcompany.com



[Month DD, YYYY]

Customer Name
Company Name
456 Client Avenue
City, State 00000

Re: Friendly Reminder – Invoice #[INV-0000] Now Due
Dear [Customer Name],
We hope this note finds you well. This is a friendly reminder that the following invoice on your account is now due. If you have already sent payment, please accept our thanks and disregard this letter.

	Invoice number
	INV-0000

	Invoice date
	[Date]

	Due date
	[Date]

	Amount due
	$0,000.00



You can pay by bank transfer, check or online at [payment link]. If you have any questions about this invoice, please contact our accounts team at (000) 000-0000.
Thank you for your continued business. We truly value our relationship with you.
Kind regards,

Your Name
Accounts Receivable Manager
Your Company Name  •  (000) 000-0000




