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Late payment reminder email templates
Use accurate Invoice, agreement and receipt information. These are ordinary communication drafts, not formal legal notices. No statutory interest, recovery fee, payment-plan entitlement or universal credit period is inserted. Commercial-debt guidance does not automatically apply to a domestic consumer.
1. Undisputed overdue balance
Subject: Invoice [reference] — payment update

Hello [name],

Our records show £[remaining amount] outstanding on Invoice [reference], with the agreed due date of [date]. A copy is attached for reference.

Could you confirm the expected payment date? If payment has already been made, please send the relevant reference so we can check the record. If you have a question about an item, please let us know.

[Sender / business / contact]
2. Invoice item queried
Subject: Your question about Invoice [reference]

Hello [name],

Thank you for raising [specific question]. We are reviewing it against [relevant agreement or work reference]. [Named person] will provide [defined next information] by [reviewed date].

Please let us know if there is another detail we need to consider. We will keep the billing position clear while the question is reviewed.

[Sender / business]
3. Part payment received
Subject: Invoice [reference] — remaining balance

Hello [name],

Thank you for the £[receipt amount] received on [date] and allocated to Invoice [reference]. Against its £[Invoice total] total, our record now shows £[remaining balance] outstanding. [Mention actual relevant payment arrangement, if confirmed.]

Could you confirm when we should expect the remaining payment, or let us know about any question we need to review?

[Sender / business]
4. Expected payment has not appeared
Subject: Payment update for Invoice [reference]

Hello [name],

You mentioned payment on [stated date]. We have checked the latest records and have not yet identified it against Invoice [reference].

Could you confirm the transfer date and reference, or the revised expected date? We will review any payment information you send before updating the balance.

[Sender / business]


Before sending
☐ Identify the issued Invoice and intended billed Customer
☐ Check the actual agreed due-date basis
☐ Check recent receipts and allocate them correctly
☐ Confirm the selected recipient and delivery history
☐ Read the latest customer question or promised payment
☐ Use the matching factual message and replace all brackets
☐ Check attachments, amounts and actual contact details
☐ Choose an appropriate review point rather than an automatic threat
Worked balance check
Illustration: Invoice total £1,440.00; allocated receipt £400.00; remaining £1,040.00. Check other receipts or adjustments before relying on that figure. An unexplained bank entry is not automatically allocated to this Invoice.
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When a different process is needed
If terms, liability, a dispute or recovery action is in question, use appropriate advice and the actual applicable process. Do not add business-debt interest or fees to every consumer reminder. Review support eligibility rather than assume one route covers all Customers.
https://www.gov.uk/late-commercial-payments-interest-debt-recovery
https://www.smallbusinesscommissioner.gov.uk/help-and-guidance/
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