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Sub: Formal Business Letter

Dear [Name],

I am contacting you on behalf of [Name]  with regard to the following outstanding invoice:

[bookmark: Text1]Invoice number [#]

Per the terms of our original agreement, the payment was due on [Date]. As such, it is currently overdue by [#] weeks. I have attached a copy of the invoice to this letter for your reference. 

If there are any issues preventing the payment of this invoice, please let me know. Otherwise, I would appreciate your swift cooperation in settling this balance as soon as possible. I hope that we can resolve this issue quickly and continue to work together.  

Thank you in advance for your cooperation. 

Yours faithfully

[Name]
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