
Friendly Payment Reminder 

Dear [Vendor's Name], 

I hope this message finds you well! This is just a friendly reminder regarding the outstanding 

payment of [amount] that was due on [due date]. We truly value our partnership and appreciate 

the wonderful services/products you provide. 

If you have already made the payment, please disregard this message. Otherwise, we would 

greatly appreciate your prompt attention to this matter. 

Thank you for your understanding, and we look forward to continuing our successful 

collaboration! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


