[Your company]
PAYMENT REMINDER
	Date
	[Date]



	[Your company]
[Street and number]
[Postcode, city, country]
[Email, phone]
[Tax or VAT number, if applicable]
	[Client company]
[Contact person]
[Street and number]
[Postcode, city, country]



Payment reminder: invoice [number]
Dear [contact name],
According to our records, invoice [invoice number] for [amount], due on [due date], has not yet been paid.
This may simply have been overlooked. Please transfer the outstanding amount within [10] days to the account below.
If you have already paid, please disregard this reminder. If you have any questions about the invoice, just get in touch.
	Account holder
	[Account holder]

	IBAN
	[IBAN]

	Bank
	[Bank name and BIC]

	Reference
	[Invoice number]



Kind regards
[Your name]
[Your company]
Attachment: copy of invoice [invoice number]
	IBAN: [IBAN]
VAT no.: [VAT no.]
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