
Subject: SECOND FOLLOW-UP: Overdue Invoice [Invoice Number] - [Your Company Name] 

Dear [Contact Name], 

This is a second reminder regarding the outstanding balance for invoice #[Invoice Number], 

which was due on [Due Date]. According to our records, we have not yet received payment or a 

response to our previous notice sent on [Date of First Follow-Up]. 

Account Summary: 

Invoice Number: [Invoice Number] 

Invoice Date: [Date] 

Total Amount: [Amount] 

Days Overdue: [Number] days 

As a wholesale partner, we value your business and wish to resolve this matter promptly to 

ensure there are no interruptions to your future supply orders or credit terms.  

Please let us know if payment has already been sent or if there are any discrepancies with the 

invoice that we need to address. You can make a payment via [Payment Method: Bank 

Transfer/Credit Card/Portal]. 

If you are experiencing temporary financial difficulties, please contact us immediately so we can 

discuss a short-term payment arrangement. 

We look forward to receiving payment by [Date]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email] 


