Letter 1 — Friendly reminder (a few days overdue)
Subject: Invoice [number] — friendly reminder

Dear [customer name],

I hope all is well. Just a quick note that invoice [number] for £[amount], for [the work] at [address], was due on [due date] and I don’t seem to have received payment yet. It may simply have slipped through, so I’ve attached a copy.

You can pay by bank transfer to:
Account name: [account name]
Sort code: [00-00-00]
Account number: [00000000]
Reference: [invoice number]

If you’ve already paid, thank you — please ignore this. If there’s a problem with the invoice or the work, just let me know.

Kind regards,
[Your name]
[Business name] · [phone]
Letter 2 — Firm reminder (about two weeks overdue)
Subject: Invoice [number] — now [x] days overdue

Dear [customer name],

Invoice [number] for £[amount], which was due on [due date], is now [x] days overdue. I sent a reminder on [date of first reminder] but have not yet received payment or a reply.

Please pay the full amount by [date — 7 days from today], or let me know by then when payment will be made.

If there is a problem with the invoice or the work, please tell me now so we can sort it out.

Bank details:
Account name: [account name]
Sort code: [00-00-00]
Account number: [00000000]
Reference: [invoice number]

Regards,
[Your name]
[Business name] · [phone]
Letter 3 — Final notice with statutory interest (business customers only)
Subject: Final notice — invoice [number]

Dear [customer name],

Despite my reminders of [date] and [date], invoice [number] for £[amount], due on [due date], remains unpaid.

Please treat this as a final notice. Under the Late Payment of Commercial Debts (Interest) Act 1998 I am entitled to fixed compensation and to statutory interest at 8% above the Bank of England base rate — [11.75]% a year for this debt. As of today the amount due is:

Invoice [number]: £[amount]
Statutory interest from [due date] to [today] ([x] days at £[daily amount] a day): £[interest]
Fixed compensation: £[40 / 70 / 100]
Total now due: £[total]

Interest continues to build up at £[daily amount] a day until payment is received.

Please pay the total by [date — 7 days from today]. If I do not receive payment by then, I will take further steps to recover the debt without further reminders.

Bank details:
Account name: [account name]
Sort code: [00-00-00]
Account number: [00000000]
Reference: [invoice number]

Yours sincerely,
[Your name]
[Business name] · [phone]
Free letter templates from graftg.co.uk/tools/late-payment-letter-template. Statutory interest applies to business-to-business debts only. This is not legal advice.
