Think about the kinds of emails you respond to and which ones you
ignore. It might be time to change your approach and apply some of
the tips below to improve your late invoice payment results.
Use a familiar sender name
We’ve all received emails from people and organisations we don’t know.
Sending your reminders from your name or your company name can
improve your open rate.
Don’t be afraid to get personal
Personalising your overdue invoice reminder emails with the name and/or
company name of your recipient has also shown to increase open rates.
Include a call-to-action
Whether you’re making a phone call or sending an email, the goal is to get
paid, or at the very least a promise to pay. Try including the following
example at the end of your invoice reminder:
“ACTION REQUIRED: Please reply to this email and advise when you will
make payment so we can update our records.”
To save you time we’ve created four FREE invoice reminder
templates for you.

Invoice Reminder #1: To be sent two days before invoice due date
SUBJECT: Friendly reminder from [YOUR COMPANY]
Dear [FIRST NAME] or valued customer,
Just a friendly reminder that Invoice [INVOICE NUMBER] for [INVOICE AMOUNT] is due
in two days.
Many thanks,
[YOUR FULL NAME]
[YOUR COMPANY]

[BANK ACCOUNT / PAYMENT DETAILS OR LINK TO XERO INVOICE]

Invoice Reminder #2: To be sent seven days after invoice due date
SUBJECT: Oops did you forget?
Dear [FIRST NAME] or valued customer,
Our records indicate that we have not yet received payment for Invoice [INVOICE
NUMBER] for [INVOICE AMOUNT]. It is seven days overdue.
If you have already paid please let us know, otherwise can you please reply to this email
and advise when you will make payment so we can update our records.
Much appreciated,
[YOUR FULL NAME]
[YOUR COMPANY]
[BANK ACCOUNT / PAYMENT DETAILS OR LINK TO XERO INVOICE]

Invoice Reminder #3: To be sent 14 days after invoice due date
SUBJECT: Overdue invoice for [COMPANY NAME]
Dear [FIRST NAME] or valued customer,
Our records indicate that after sending a previous reminder, we still have not received
payment for Invoice [INVOICE NUMBER] for [INVOICE AMOUNT]. It was due on
[INVOICE DUE DATE] and is now 14 days overdue.
If you have already paid please let us know, otherwise can you please reply to this email
and advise when you will make payment so we can update our records.
Much appreciated,
[YOUR FULL NAME]
[YOUR COMPANY]
[BANK ACCOUNT / PAYMENT DETAILS OR LINK TO IMMEDIATE PAYMENT]

Invoice Reminder #4: To be sent 21 days after invoice due date
SUBJECT: Urgent: Overdue invoice for [COMPANY NAME]
[COMPANY LOGO]
Dear [FIRST NAME] or “valued customer”,
Our records indicate that after sending multiple reminders we still have not yet received
payment for Invoice [INVOICE NUMBER] for [INVOICE AMOUNT]. It was due on
[INVOICE DATE] and is now 21 days overdue.
If you have already paid please let me know, otherwise can you please pay the invoice urgently.
Much appreciated,
[YOUR FULL NAME]
[YOUR COMPANY]
[BANK ACCOUNT / PAYMENT DETAILS OR LINK TO IMMEDIATE PAYMENT]

Still not getting a response? It’s time to crank things up to the
highest gear.
In our next email we’ll be discussing how to write the perfect, no-nonsense
’Letter of Demand’ email or letter.
It will also include a free letter template that you can use to demand that
payment in no uncertain terms, while still not souring your relationship with
your client or customer once and for all.

BYE BYE STRESS.
HELLO CASH FLOW.

Click here to find out more information, or alternatively, book a complimentary
30-minute consultation with one of our awesome team members.
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