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Courtesy reminder of overdue payment of invoice [invoice no.] from [date]

To Whom It May Concern,

Unfortunately, we have not received payment for the invoice number listed above. This is surely an oversight. 

Please transfer the amount due of [€XX.XX] to our bank account by [date] at the latest.

If payment has already been made, please disregard this letter.

Sincerely,

Sam Samples




