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Sender name 
Address  
Postcode, Town 

Place and 
date 

 
  
 
Recipient name 
Address  
Postcode, Town 
 
 
  
Overdue payment reminder / Warning 
 
  
Client number 
 
 
  
Dear customer, 
 
Our records indicate that payment on your account is overdue in the amount of €13,90. 
Please make your payment within the next 10 days.  
 
 
Reminder Invoice 

number 

Date Due date Description Amount due 

1 123456 06.05.2016 20.05.2016 Sample 13, 90 € 

 Total due 13,90€ 

 
 
We would be grateful if the outstanding amount could be paid into the bank account 
detailed below without further delay. 
Receipt of payments checked up to 14.06.2016. 
 
 
Yours sincerely,  
 
 
 
 
 
 
 
Banking details 
 
Bank 
Account no. 
Sort code 
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