[YOUR BUSINESS NAME]
[Address] · [Phone] · [Email] · [Website]
Letter 1: Friendly reminder (1 to 3 days past due)
Subject: Invoice [number] from [business name] is past due
Hi [First name],
A quick note that invoice [number] for [event, job or billing period], for [amount], was due on [due date]. It may have slipped through, so I've attached a copy.
You can pay here: [payment link]. If it's already on its way, thank you, and please disregard this note. If anything on the invoice needs a correction, a PO number or a different contact, let me know and I'll send an updated copy today.
Thank you, [Your name], [Business name], [Phone]
Letter 2: Second notice (14 days past due)
Subject: Second notice: invoice [number] is 14 days past due
Hi [First name],
Invoice [number] for [amount] was due on [due date] and is now 14 days past due. I sent a reminder on [date] and haven't seen a payment yet. A copy is attached.
Please pay the balance by [new pay-by date] here: [payment link]. Under our agreement dated [date], a late fee of [fee from your agreement] applies after [date]. If you need to split the balance into payments, reply by [date] and we'll set up a schedule in writing.
Thank you, [Your name], [Business name], [Phone]
Letter 3: Final notice (30 days past due)
Subject: Final notice: invoice [number], payment due by [date]
Dear [Full name],
This is a final notice for invoice [number], dated [invoice date], for [description]. The balance of [amount], including [late fee, if your agreement allows one], was due on [due date] and is now 30 days past due. We sent reminders on [date] and [date].
Please pay [total amount] by [final date, 10 days from this letter] here: [payment link], or by [other payment options].
If we don't receive payment or hear from you by that date, we will [next step: pause any scheduled work / send the account to a collections agency / file a claim in small claims court]. We'd much rather settle this with you directly, so please call or reply if there's a problem we can solve.
Sincerely, [Your name], [Title], [Business name], [Address], [Phone], [Email]
This template isn't legal advice. Have an attorney review your final notice if a large balance or a contract dispute is involved.
