
Balance Notification for Overdue Payments 

Dear [Client's Name], 

I hope this message finds you well. This is a friendly reminder regarding the outstanding balance 

on your account with me for the services rendered. 

As of today, the total amount due is [Total Amount Due], which has been overdue since [Due 

Date]. For your convenience, here is a summary of the related invoices: 

• Invoice #[Invoice Number] - [Amount] - Due on [Due Date] 

• Invoice #[Invoice Number] - [Amount] - Due on [Due Date] 

Timely payment is essential to maintain our ongoing collaboration. If you have already made the 

payment, please disregard this notification. If not, I kindly ask you to settle the outstanding 

amount at your earliest convenience. 

Thank you for your attention to this matter. Should you have any questions or require further 

information, please feel free to reach out. 

Best regards, 

[Your Name] 

[Your Contact Information] 

[Your Website or Portfolio Link] 


