
Casual Friendly Reminder Email

Subject: Gentle Reminder: Payment Pending

Hello [Customer Name],

We noticed that your payment of [Amount] for invoice [Invoice Number] is still pending. Just a

friendly reminder to take care of it at your convenience.

If youâ€™ve already sent the payment, thank you! Otherwise, weâ€™d appreciate your prompt

action.

Best,  

[Your Name]  

[Company Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/collection-demand-letter-to-customer


