
Payment Reminder 

Dear [Client's Name], 

I hope this message finds you well. This is a friendly reminder regarding the payment for the 

services rendered on [Service Date]. According to our records, the invoice [Invoice Number] 

dated [Invoice Date] remains outstanding with a total amount of [Amount Due]. 

Please make the payment by [Due Date] to avoid any late fees. If you have already sent the 

payment, please disregard this reminder. 

Should you have any questions or need further clarification, feel free to reach out. 

Thank you for your attention to this matter. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


