      　　  , 20XX
Mr. / Ms. 



[Company name]
[Address]

Subject

:　
Overdue Account Notice

Invoice Number
:




Invoice Amount
:



Due Date
:



Dear Mr. / Ms. 



You were recently advised that the above account has not been paid. We ask that you remit the full amount via telegraphic transfer to our bank account within ten (10) business days. 

Our Bank Information is as follows:


Bank Name (Branch)
:      




Account Name

: 





Account No.

: 




If there is a problem or a reason justifying the nonpayment of this account, please explain it on the attached sheet, so that we can find a solution.

Kindly reply it by fax or e-mail within five (5) business days from today. Please advise us the date of your remittance even if you have already paid.
Our fax number: 81-6-1234-5678

Our e-mail address: NihonPlastic@gold.com.jp

Sincerely yours,

Hiroshi Sato

Director 

Nihon Plastic Co., Ltd.

Attach.
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