
Dear [Client's Name], 

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

#[Invoice Number] issued on [Invoice Date]. According to our records, the payment was due on 

[Due Date]. 

We kindly ask that you process this payment at your earliest convenience to avoid any late fees 

and ensure continued services without interruption. 

If you have already made the payment, please disregard this reminder. Should you have any 

questions or concerns, feel free to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


