Payment reminder email pack
Reminder schedule
	Stage
	When to send
	Tone
	Email

	Invoice
	When the work or billing period is done
	Friendly and informative
	1

	Heads-up
	About 3 days before the due date
	Light and helpful
	2

	Nudge
	3 to 7 days after the due date
	Benefit of the doubt
	3

	Follow-up
	About 14 days overdue
	Direct and courteous
	4

	Final notice
	About 30 days overdue
	Firm, with a clear next step
	5


Adjust it to the client in front of you. A long-standing client who always pays a few days late may only need the nudge. A new client, or one with a history of slipping, gets the full sequence.
1. The invoice email (when you send the invoice)
Subject: Invoice [#1024] from [Your Practice] - due [15 July]
Hi [Name],
Thanks for working with us this month. Please find attached invoice [#1024] for [$1,200], due on [15 July].
You can pay via [bank transfer / card / payment link], and full details are on the invoice. If anything looks off or you have a question, just reply here and I'll sort it out.
Thanks again, [Your name]
2. The heads-up (about 3 days before the due date)
Subject: Invoice [#1024] due on [15 July]
Hi [Name],
A quick note that invoice [#1024] for [$1,200] is due this [Friday, 15 July]. I've attached it again in case it's handy.
If it's already scheduled, thank you.
Cheers, [Your name]
3. The friendly nudge (3 to 7 days overdue)
Subject: Quick reminder - invoice [#1024] now due
Hi [Name],
Just a friendly reminder that invoice [#1024] for [$1,200] was due on [15 July] and looks to be outstanding. I've reattached it here for convenience.
If it's already on its way, please ignore this. Otherwise, you can pay via [payment method], and I'm happy to help if you need anything.
Cheers, [Your name]
4. The firm follow-up (about 14 days overdue)
Subject: Overdue: invoice [#1024], payment needed
Hi [Name],
I wanted to follow up on invoice [#1024] for [$1,200], which is now [14 days] overdue. I haven't yet received payment, so I'd appreciate it being settled by [new date].
If there's a hold-up on your end or you need to arrange a payment plan, let me know and we can find a way forward. The invoice is attached again here.
Thanks, [Your name]
5. The final notice (about 30 days overdue)
Name the next step, whether that's a late fee, paused work or a phone call, and only name one you're prepared to follow through on. Referring to the terms the client agreed to keeps it about the arrangement, not the person.
Subject: Final reminder - invoice [#1024] overdue
Hi [Name],
Invoice [#1024] for [$1,200] is now [30 days] overdue, and I haven't had a reply to my earlier reminders. As set out in our engagement terms, a late fee of [amount] will apply, and I'll need to pause further work until the account is settled.
I'd much rather resolve this quickly and keep things on track. Please arrange payment by [date], or reply so we can talk it through. I'll give you a call [tomorrow] to follow up.
Regards, [Your name]
