________________


[Date of this letter]





________________ [Buyer]


________________ 


________________ 


________________ [Buyer's Address]











Dear Sir,








Re: Amount Due under Invoice No.                 [invoice no.]








We are pleased with our relationship with our customers.  To encourage and promote these relationships, we often provide credit to our customers to allow more convenience and flexibility.





The attached invoice, number ________________ [Invoice Number] for the sum of HK$ ________________ [Dollar Amount] is past due.  Unfortunately, we cannot extend credit any further.





It would be greatly appreciated if you would pay this invoice as soon as possible.  If you have already made payment, please disregard this notice and accept our apologies.

















							Yours sincerely,

















							________________________


							[Seller]


