FIRST LETTER

[Date]
Dear [name],

My records show that invoice [number] for [amount], due on [due date], is still open.
It may have been missed. Please pay by [date] to [payment details].
If you have already paid, please send the payment reference.

Kind regards,
[Your name], [Business name]


SECOND LETTER

[Date]
Dear [name],

Invoice [number] for [amount] is now [days] days overdue.
Please pay by [date] or tell me the date you can pay.
A copy of the invoice is attached.

Kind regards,
[Your name], [Business name]


THIRD LETTER

[Date]
Dear [name],

Invoice [number] for [amount] remains unpaid after two letters.
Please pay the balance of [balance] by [date].
If it stays unpaid, the next step is a formal demand.

Yours sincerely,
[Your name], [Business name]
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