
Dear [Client's Name], 

I hope this message finds you well. I wanted to gently remind you that invoice #[Invoice 

Number], dated [Invoice Date], for [Amount Due] is currently past its due date of [Due Date]. 

We greatly value your business and understand that oversights happen. If you've already 

processed this payment, please ignore this reminder. However, if not, I would appreciate it if you 

could take a moment to check on this matter. 

Thank you for your attention to this, and please let me know if there are any questions or 

concerns. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


