[Your name or business name]
[Address]
[Email] · [Phone]

[Date]

[Client name]
[Client company]
[Client address]

Re: Second reminder — overdue invoice [number]

Dear [client name],

I wrote to you on [date of first reminder] about invoice [number], dated [invoice date], for [amount]. The invoice was due on [due date] and is now [number] days overdue. I have not yet received payment or a reply.

Please pay the outstanding balance of [amount] by [date, e.g. 7 days from the date of this letter], using the details below:

Bank: [bank name]
Account name: [account name]
Account number / IBAN: [number]
Payment reference: [invoice number]

As set out in my payment terms, [a late fee of X / interest at X%] may be added to the balance if it is still unpaid after that date.

If you have already paid, please send me the payment date and reference so I can match it. If there is a problem with the invoice or the work, please tell me now so we can resolve it.

Yours sincerely,

[Signature]
[Your name]
[Your business name]

Enclosed: copy of invoice [number]
Free template from invoicegenapp.com




