Late payment letter templates
Three letters for chasing unpaid invoices from business clients. Send them in order, keep copies, and call the Professional Practice helpline if you need advice.
Letter 1: Friendly reminder
Send this when the invoice is 1 to 7 days overdue.
Dear [name], I hope you're well. According to my records, invoice [number] for [amount], due on [date], has not yet been paid. Could you let me know when I can expect payment? Many thanks, [your name]
Letter 2: Second reminder
Send this when the invoice is 14 days overdue.
Dear [name], Invoice [number] for [amount] is now 14 days overdue. Please arrange payment within 7 days. If payment is not received by [date], I will add statutory interest and compensation as allowed under the Late Payment of Commercial Debts (Interest) Act 1998. Kind regards, [your name]
Letter 3: Letter before action
Send this when the invoice is 30 days or more overdue, by email and recorded post.
Dear [name], Despite my reminders of [dates], invoice [number] remains unpaid. The amount now due, including statutory interest of [amount] and fixed compensation of [£40/£70/£100], is [total]. Unless I receive payment within 14 days of the date of this letter, I intend to start court proceedings to recover the debt without further notice. Yours sincerely, [your name]
Notes
For debts up to £10,000 you can claim through the small claims track of the County Court online. Keep a record of every reminder you send.
Society of Freelance Translators and Interpreters (fictional, created for testing).




