
Professional with Penalty Notification

Subject: Payment Due with Accrued Late Fees

    Dear [Client Name],

    This letter serves as formal notice that Invoice #[Invoice Number] in the amount of $[Original

Amount] remains unpaid [Number] days after the due date of [Due Date].

    As stated in our contract terms and conditions, late payments are subject to additional charges.

Your current balance includes:

    Original Invoice Amount: $[Original Amount]

    Late Fee ([Rate]% per month): $[Late Fee Amount]

    Interest Charges: $[Interest Amount]

    Total Amount Due: $[Total Amount]

    To avoid additional late fees and interest charges, please remit payment immediately. Late fees

will continue to accrue until the balance is paid in full.

    If you believe there is an error in these calculations or if you wish to discuss payment

arrangements, please contact our accounting department at [Phone Number] within [Number] days.

    Payment should be sent to:

    [Payment Address]

    Thank you for your immediate attention to this matter.

    Respectfully,

    [Your Name]

    [Your Title]

    [Company Name]
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https://www.lettersandtemplates.com/letters/pending-or-outsanding-payment-request-letter


