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Dunning letter for invoice [invoice number] of [invoice date] date [date]

Dear [name of customer],

On [delivery date], we provided the ordered service/delivery in accordance with your instructions.

Unfortunately, we do not yet appear to have received payment for our corresponding invoice of [invoice date] with
invoice number [invoice number] for the amount of [invoice amount]. The payment was due on [payment deadline].

Please transfer the amount to our account by [payment date] at the latest.

To facilitate payment, here is the relevant information:
Invoice amount: [amount]
Reference: [reference]
Bank: [name of bank]
Account holder: [name of company]
IBAN: [IBAN]
BIC: [BIC]

We are writing to inform you that you are now in arrears with this payment, which can lead to a legal dunning
procedure resulting in additional costs for you.

Please do not hesitate to contact us in the event of any queries.

Yours sincerely,
[Name of sender]
[Role in the company]
[Contact information: email, telephone number]
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