
[Name of Company]


[Name of Client]

[Address of Client]

Past Due Letter

Dear Mr. Smith:

Once again, we are obliged to contact you in reference to the non-payment of invoice nº ____, issued on the day ____, the the amount of ____, with the expiration date ___, which we have already communicated to you two previous times, dated ____ and _____.
So far we have not received a satisfactory response from you either to these written communications, or to the numerous telephone calls we have placed to you. We urge you to settle the amount without further delay by means of a transfer to the following account:

Swift Code: ________

BIC: _______
In case you cannot issue this payment, we invite you to contact us to negotiate possible payment options to settle this debt and avoid the accumulation of accrued interest. 
We also regret to inform you that if we have not received any communication from you by ___, we will be obliged to seek out legal options against you, or pass this debt along to a debt collection agency. In order to avoid any damage to your credit score, or our business relationship, please do not hestiate to contact us. 

Best wishes.
(Company) 

(Name and title)

[Current date]





[Address of Company]


[Telephone number]


[Email contact]

















[Company name]


Contact Details


Bank Details
[Company Address]


[Your name]



[Name of Bank]

[Telephone number]


[Your Telephone Number]


[Swift Code]
[Your email]








[BIC]

