Overdue Invoice Repayment Strategy
Outline

Date: [Insert Date]
To: [Client's Name]

Address: [Client's Address]

Subject: Overdue Invoice Notification

Dear [Client's Name],

| hope this message finds you well. We are writing to discuss the overdue invoice dated [Invoice
Date], amounting to [Invoice Amount], which was due on [Due Date]. We understand that
circumstances may arise that can lead to delays in payment, and we would like to work with you
on a repayment strategy that suits your current situation.

Proposed Repayment Strategy

1. Payment Plan: We suggest establishing a payment plan where you can settle the overdue
amount in installments. Please provide us with your preferred payment schedule.

2. Discount Offer: Should you be able to settle the invoice in full by [specific date], we can
offer a [percentage]% discount on the total amount.

3. Alternative Payment Options: If cash flow is an issue, we can discuss alternative
payment methods that may be more manageable for you.

Next Steps

Please reach out to us by [specific date] to confirm your preferred course of action. We are open
to discussions and willing to accommodate your needs to resolve this matter effectively.

Thank you for your attention to this matter. We value your partnership and look forward to your
prompt response.

Sincerely,

[Your Name]

[Your Title]

[Your Company]

[Your Contact Information]



