Partial Payment Balance Reminder
Invoice: [invoice number]
Payment received: [date, amount and reference]
Balance as of: [date]
Thank you for the payment received on [date]. Our records show the remaining balance on invoice [invoice number] is [amount and currency], due on [date].
	Entry
	Amount

	Original invoice
	[amount]

	Less payments received
	[amount]

	Less approved credits
	[amount]

	Remaining balance
	[amount]



Balance details
Confirm that each payment or credit appears once. If your records differ, send the payment reference to [billing contact].
Next step
Please pay the remaining amount using [approved method] or let us know if a credit is still being processed.
Before sending
Reconcile the remaining balance against your latest receipts and credits.




