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Payment reminder — first notice
Subject: Invoice [number] — payment reminder

Hi [Client name],

I hope the [project] is going well. This is a friendly reminder that invoice [number] for [amount], sent on [date], was
due on [due date]. I have attached a copy for convenience.

If payment is already on its way, please ignore this message. Otherwise, could you let me know when I can expect it?
Payment details are on the invoice.

Thank you, [Your name]

Notes
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Payment reminder — second notice
Subject: Overdue invoice [number] — [amount]

Hi [Client name],

Invoice [number] for [amount] is now [number] days past its due date of [due date]. Under the payment terms in our
agreement dated [date], [late fee / interest terms, if any] may apply.

Please arrange payment by [date] or reply to let me know if there is a problem with the invoice so we can resolve it.

Kind regards, [Your name]

Notes


