	PAST DUE INVOICE



	FROM
Business name: Example Print Shop
Address: 44 Example Avenue, Sampletown
Phone / email: [Phone or email]
	INVOICE DETAILS
Invoice no.: PD-1130
Invoice date: Nov 30, 2026
Payment terms: Net 7
Due date: Dec 7, 2026


BILL TO (CLIENT)
	Company
	Example Cafe Group LLC
	Attention
	Morgan Example

	Address
	9 Sample Street, Sampletown

	Email
	[Email]


ORIGINAL INVOICE
	Original invoice no.
	IN-0915
	Original invoice date
	Oct 1, 2026

	Original due date
	Oct 31, 2026
	Days past due
	30, as of Nov 30, 2026


AMOUNT OUTSTANDING
	Item
	Details
	Qty
	Unit
	Rate
	Amount

	Invoice IN-0915: menu and signage printing
	Original invoice total
	1
	invoice
	1,240.00
	1,240.00

	
	
	
	
	
	



	Subtotal
	1,240.00

	Late fee, if agreed in writing (0%)
	0.00

	Total
	1,240.00

	Less: payments received
	400.00

	Amount due
	840.00


HOW TO PAY
	Accepted methods
	Bank transfer, ACH or check
	Account name
	[Account name]

	Bank details
	[Bank name, account and routing numbers]

	Payment reference
	Invoice PD-1130 and IN-0915


PAYMENT REQUEST
1. Our records show that invoice IN-0915 for 1,240.00, due on Oct 31, 2026, is now 30 days past due.
1. A payment of 400.00 received on Oct 20, 2026, is applied, leaving 840.00 outstanding.
1. Please send the amount due by Dec 7, 2026. If you have already sent it, or would like to arrange a payment plan, please let us know.
1. Sample terms: a late fee applies only at the rate agreed in writing; the rate cell starts at 0%.
Thank you for your prompt attention to this invoice.
