Disclaimer:
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Overdue Email Templates
Overdue 3 days
Friendly Reminder: Invoice [Invoice Number] from [Trading Name] is due
Good morning,
Thank you for partnering with us to provide you with quality employees. Our system has indicated that your bill for [Currency Symbol][Amount Due Without Currency] was due on [Due Date].
If you have already made this payment, please disregard this email, and thank you for your promptness.
If payment is still outstanding, we kindly request that you settle it at your earliest convenience.
You can view your bill and make payment by visiting [Online Invoice Link]. If you believe there is an error or have any questions, please feel free to reach out to us at [Company Email] or contact your individual consultant directly.
Thank you for your attention to this matter.
Kind regards,
[Trading Name]
--------
Overdue 10 days
Good morning,
I hope this email finds you well. We noticed that your bill for [Currency Symbol][Amount Due Without Currency], originally due on [Due Date], remains outstanding.
If you’ve already processed this payment, thank you, and please disregard this reminder. However, if payment is still pending, we would appreciate it if you could arrange payment as soon as possible.
To view or settle your invoice, please visit [Online Invoice Link]. Should you have any concerns, believe there’s been an error, or need to discuss alternative arrangements, you’re welcome to contact us at [Company Email] or reach out to your consultant.
We’re here to assist you with any queries.
Warm regards,
[Trading Name]
--------
Overdue 20 days
Good morning,
This is a friendly reminder that your invoice for [Currency Symbol][Amount Due Without Currency], originally due on [Due Date], is now 20 days overdue.
We kindly request that you prioritise this payment to avoid any disruption to our services. If you’ve already paid, thank you, and please disregard this email.
To review your invoice or make payment, please visit [Online Invoice Link]. If you believe there’s been an error or require assistance, feel free to contact us at [Company Email] or speak with your consultant.
Thank you for your prompt attention to this matter.
Kind regards,
[Trading Name]
--------
Overdue 27 days
Good morning,
I’m reaching out regarding your overdue invoice for [Currency Symbol][Amount Due Without Currency], which was due on [Due Date]. This invoice is now 27 days overdue.
If payment has already been made, we greatly appreciate it and ask that you kindly confirm with us to update our records. If not, we urge you to make payment immediately to avoid further escalation.
You can access your invoice and payment options here: [Online Invoice Link]. If you believe there’s been an error or need to discuss the matter further, please contact us at [Company Email] or speak with your consultant.
We appreciate your prompt action to resolve this matter.
Kind regards,
[Trading Name]
--------
Overdue 34 days
Good morning,
We’ve attempted to contact you regarding your overdue invoice for [Currency Symbol][Amount Due Without Currency], originally due on [Due Date]. This invoice is now 34 days overdue.
To avoid further action, we require that payment is made immediately. If you’ve already made payment, please notify us as soon as possible so we can update our records.
Access your invoice and make payment here: [Online Invoice Link]. For any questions, disputes, or assistance, please reach out to us at [Company Email] or speak with your consultant directly.
We value your partnership and hope to resolve this matter promptly.
Kind regards,
[Trading Name]
