SAMPLE DRAFT - for general reference only. Get it reviewed by a qualified professional / advocate before use. Applicable law, stamp duty and registration requirements vary by state and facts.
PAYMENT REMINDER
Date: [date]
To: [Customer name], [address]
Subject: Overdue payment for Invoice No. [number] dated [date]
1. Details. Our invoice [number] for Rs. [amount] was due on [due date] and remains unpaid as of today. A copy is attached.
2. Request. Please arrange payment within [7] days by [bank transfer / UPI] to the account in the invoice. If already paid, kindly share the transaction reference.
3. Interest. As agreed in our terms, interest at [rate]% per month may apply on delayed payments. Under MSME payment rules, statutory interest may apply where relevant.
4. Next step. If we do not hear from you by [date], we may need to take further steps. We would prefer to resolve this amicably.

	For [Your business]

	Signature: ____________

	Name / Date: ____________


Placeholders in [square brackets] must be replaced. Remove this note only after professional review.




