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Having robust and consistent Accounts Receivable follow-up processes for
outstanding and overdue amounts is critical for managing cash flow and working
capital effectively.

One important process is to send customers an email reminder when payment is
overdue. Below is an example ‘Reminder email’ you can copy to help you get
started.

To: (/insert recipient email — generally accounts payable)
CC: (/insert other relevant email recipients e.g. director or owner)
Subject: Invoice Payment Reminder — IMPORTANT

Dear (/nsert accounts payable name),

This is a friendly reminder that the following invoice is now 7 days
overdue:

Invoice Date: (/nsert date of original invoice)
Invoice No: (/insert invoice number)
Invoice Amount: (/nsert invoice amount)

We understand that oversights happen but would appreciate
prompt payment of this amount. Could you please let me know
when | can expect payment? If payment has already been made,
please disregard this email.

Thanks in advance for your cooperation.

Kind regards,
(insert name)
(insert email signature)

JPAbusiness offers a range of business valuation and advisory services. If
you would like to discuss strategies to help you grow the value of your
business, contact the team on 02 6360 0360 or 02 9893 1803 for a
confidential, obligation-free discussion.

JPAbusines 2 OMOVY o

———
Advice « Valuations « Transactions (©) 2021 JPAbusiness. All rights reserve d.



https://www.jpabusiness.com.au/external-links/social/facebook
https://www.jpabusiness.com.au/external-links/social/linkedin
https://www.jpabusiness.com.au/external-links/social/instagram
https://www.jpabusiness.com.au/external-links/social/twitter
https://www.jpabusiness.com.au/external-links/social/youtube-play
https://www.jpabusiness.com.au/

