[Your business name]
[Address] · [Phone] · [Email]

[Date]

[Client name]
Attn: [Person in charge of payments]
[Client address]

Subject: Payment request for invoice [number]

Dear [name],

I am writing about invoice [number] dated [invoice date] for [amount].
The payment was due on [due date] and I have not received it yet.

Please arrange payment by [new date].
You can pay by bank transfer to [bank name], account [number], or at [payment link].

If something on the invoice needs a correction, please tell me before that date.
I have attached a copy of the invoice for your records.

Thank you for your business.

Kind regards,

[Your name]
[Position]
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