
Professional Reminder for Invoice Balance 

Dear [Client's Name], 

I hope this message finds you well. I am writing to kindly remind you about the outstanding 

balance on Invoice #[Invoice Number], which was due on [Due Date]. 

As of today, the total amount due is [Amount Due]. We would greatly appreciate your prompt 

attention to this matter to ensure that our records are up to date. 

If you have already made the payment, please disregard this notice. Otherwise, please let us 

know if you have any questions or if there is anything we can assist you with. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


