Friendly Reminder
If your client has not paid yet then you can send them a friendly reminder before the due date (7 days works well):
Dear Client,
We are contacting you in regard to invoice # 1 that is currently outstanding. This is a friendly reminder that the balance of $1,000 is due by June 21.
You can pay by mailing a check to:
Acme Corp,
123 Main St.
Austin, TX 78701
If the invoice has already been paid, please disregard this message. We greatly appreciate your business.
Kind Regards,
Jared
Acme Corp.
