Upcoming Invoice Payment Reminder
Send date: [2–5 business days before due date]
Invoice and PO: [invoice # and PO #]
Amount and due date: [amount, currency and date]
A quick reminder that invoice [invoice number] for [amount and currency] is due on [date]. You can find the invoice and payment instructions at [approved link or attachment].
	Customer needs
	Where to direct them

	Invoice copy
	[approved invoice link]

	Purchase order correction
	[billing contact]

	Payment confirmation
	[secure channel]



If payment is scheduled
Thank you. If you need a purchase order reference, another copy or different payment instructions, reply to [billing contact] before [date].
Close
Thanks, [sender name and business]
Before sending
Confirm the invoice is open and the due date is current.




