Informal, Friendly Email

Subject: Friendly Reminder: Payment Due

Hi [Recipient Name],

| hope you are doing well. | wanted to remind you that the payment of [Amount] for [Product/Service]
is still pending.

Could you please arrange to make the payment by [Due Date]? Let me know if you need any
assistance or have questions.

Thanks a lot,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/payment-collection-letter




