Final Payment Reminder Notice

From:

ABC Company Ltd.

123 Business Road

City, State ZIP

Phone: (123) 456-7890

Email: accounts@abccompany.com

To:

John Doe

456 Client Avenue

City, State ZIP

Email: johndoe@email.com

Date: June 20, 2024
Subject: Final Payment Reminder for Invoice #2024-078

Dear John Doe,

This notice serves as a final reminder that your payment for the following invoice is now overdue. Despite
our previous correspondence, we have not yet received the payment. Kindly settle the outstanding balance
immediately to avoid further actions or late fees.

Invoice Number: 2024-078
Invoice Date: May 15, 2024
Due Date: May 30, 2024
Outstanding Amount: $2,000.00

Please make the payment to the bank account or payment method specified on the original invoice. If you
have recently made this payment, please disregard this notice. Otherwise, we would appreciate your prompt
attention to this urgent matter.

If you have any questions or concerns, feel free to contact our accounts department.

Sincerely,
Jane Smith
Accounts Receivable Manager

ABC Company Ltd.

Important Notes:

This is the final reminder and may be followed by legal or collection actions if ignored.

Maintain clear records of all correspondences and transactions related to overdue payments.

Adjust the tone and content based on your company's policy and the client relationship.

Ensure that all payment details and contact information are accurate before sending.
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