Letter Template 1
The following template is designed for a customer who wants to send a payment reminder to the other party. It also operates as an invitation to private discussions whilst avoiding reference to the NSW Small Business Commission’s mediation services or reference to taking the matter to litigation.

Select date
[your business name]
[business address]
[contact details]
[other party’s name]
[other party’s address]

Dear [name],
I am writing in relation to the amount of $[enter amount 'including GST']. According to my records this was due to be paid by you on select date and remains outstanding. 
The amount relates to [describe services] provided to you on [select date].
Please find enclosed a dated copy of the invoice and note that it specifies [describe payment terms and instructions]. I have also enclosed the following documents:
1. [insert name of document or delete if not required]
2. [insert name of document or delete if not required]
[List and enclose previous requests for payment and any other relevant documents that support your claim for the amount owing.]
Please be advised that I require payment of the invoiced amount within [insert number of days by which you seek payment e.g., 14 days] of the date of this letter.
I wish to resolve this matter in a cost effective and timely manner. If you wish to discuss this matter further, I invite you to contact me on [insert contact details] without delay.
Yours sincerely,

[your name],
[your role]
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Letter Template 2
The following template is designed for customers wanting to make a request for payment, as well as provide notice to the other party that they want to settle the matter through private negotiations or with the assistance of the NSW Small Business Commission’s mediation services.
The letter avoids any reference to litigation and acts as an invitation to start negotiation.

Select date
[your business name]
[business address]
[contact details]
[other party’s name]
[other party’s address]

Dear [name],
RE: Outstanding Invoice
I am writing about the outstanding amount of money owed to [insert your business name/your company name].
The total amount owing is $[enter amount 'including GST']. This amount relates to [describe services or goods] provided by [insert business name/company name] under agreement with you. I refer to the invoice dated [insert date] that was due for payment by [insert date]. 
I request that the amount of [insert amount] is paid by [insert the date when you want them to pay you the money]. If you are unable to make the payment, I invite you to contact me without delay.
I am willing to settle this matter in a cost effective and timely manner, either through private discussions or with the assistance of the NSW Small Business Commission’s mediation services. 

Yours sincerely,
[your name],
[your role]



