
Payment Reminder 

Dear [Client's Name], 

I hope this message finds you well. I am writing to remind you that the payment for the services I 

provided on [date of service] is now due. The total amount outstanding is [amount]. 

Please find the details of the invoice below: 

• Invoice Number: [Invoice Number] 

• Service Description: [Service Description] 

• Due Date: [Due Date] 

For your convenience, payments can be made via [insert payment method]. If you have already 

processed this payment, please disregard this notice. 

Thank you for your attention to this matter. If you have any questions, feel free to reach out. 

Best regards, 

[Your Name] 

[Your Business Name] 

[Your Contact Information] 


