
Friendly Reminder: Unpaid Invoice 

Dear [Client's Name], 

I hope this message finds you well. I wanted to reach out and follow up on invoice #[Invoice 

Number] that was sent on [Invoice Date]. As of today, it appears that the invoice remains unpaid. 

If there are any issues regarding the payment or if you have already sent it, please let me know. 

Your prompt attention to this matter is greatly appreciated, as it helps us maintain our services 

effectively. 

Thank you for your understanding, and I look forward to your reply. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


