LWBC
Payment Reminder Letters
Three letters that escalate gently, from a friendly nudge to a final notice. Send them in order as a payment stays overdue.
	How to use these
Each fill-in spot is highlighted like [ THIS ]. Fill the highlighted spaces, or use Find and Replace (Ctrl and H) to complete the repeated ones such as your business name in one go. Send Letter 1 first, then 2, then 3 if still unpaid, leaving a reasonable gap between each.
These letters are templates provided by LWBC Solutions as a starting point, not legal advice. Letter 3 mentions possible further action. The reference to the Late Payment of Commercial Debts (Interest) Act 1998 applies to business to business debts, so adjust the wording if your customer is a private individual. If a debt is disputed or large, take advice before sending a final demand.


Fields to complete
	Field
	What to put here
	Jump to

	[YOUR BUSINESS NAME]
	Your business name. Appears in each letter, use Find and Replace.
	Go to field

	[CLIENT NAME]
	The customer's name. Appears in each letter.
	Go to field

	[INVOICE NUMBER]
	The invoice you are chasing.
	Go to field

	[AMOUNT]
	The amount outstanding, for example £480.00.
	Go to field

	[INVOICE DATE]
	The date on the invoice.
	Go to field

	[DUE DATE]
	The date payment was due.
	Go to field

	[PAYMENT DETAILS]
	How to pay you: bank name, account number, sort code, reference.
	Go to field

	[DATE OF FIRST REMINDER]
	In letters 2 and 3, the date you sent the earlier reminder.
	Go to field


———
Letter 1   ·   Friendly reminder
Use a few days after the due date. Warm, assumes an oversight.
[bookmark: client]Dear [CLIENT NAME],
[bookmark: inv][bookmark: amt][bookmark: invdate][bookmark: due]I hope you are well. This is a friendly reminder that invoice [INVOICE NUMBER] for [AMOUNT], dated [INVOICE DATE], was due for payment on [DUE DATE] and appears to be outstanding.
[bookmark: pay]If you have already arranged payment, please ignore this note and accept our thanks. If not, we would be grateful if you could arrange it at your earliest convenience using the details below: [PAYMENT DETAILS].
If there is any query with the invoice, or anything we can help with, please do get in touch.
Kind regards,
[bookmark: you][YOUR BUSINESS NAME]


Letter 2   ·   Second reminder
Use a week or two later if still unpaid. Polite but clearer.
Dear [CLIENT NAME],
[bookmark: firstdate]We wrote to you on [DATE OF FIRST REMINDER] regarding invoice [INVOICE NUMBER] for [AMOUNT], which was due on [DUE DATE] and remains unpaid.
We would appreciate payment within the next seven days, using the details below: [PAYMENT DETAILS].
If you are experiencing any difficulty, please contact us so we can discuss a way forward. If you have made payment in the last few days, thank you, and please disregard this letter.
Yours sincerely,
[YOUR BUSINESS NAME]


Letter 3   ·   Final notice
Use as a last step before further action. Firm, professional, still leaves the door open.
Dear [CLIENT NAME],
Despite our previous reminders, invoice [INVOICE NUMBER] for [AMOUNT], which was due on [DUE DATE], remains unpaid.
This is a final request for payment. Please pay the full amount within seven days of the date of this letter using the details below: [PAYMENT DETAILS].
If payment is not received, we may have no option but to take further steps to recover the debt, which could include referring the matter to a debt recovery service or commencing county court proceedings, and, where applicable, claiming interest and reasonable recovery costs under the Late Payment of Commercial Debts (Interest) Act 1998. We would much rather resolve this without doing so, and we encourage you to contact us straight away.
Yours sincerely,
[YOUR BUSINESS NAME]
Important
	These letters are templates provided by LWBC Solutions as a starting point, not legal advice. Letter 3 mentions possible further action. The reference to the Late Payment of Commercial Debts (Interest) Act 1998 applies to business to business debts, so adjust the wording if your customer is a private individual. If a debt is disputed or large, take advice before sending a final demand.
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