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Using Payment Reminders to Recoup Outstanding 

Invoices 

____________________________________________________________________________________ 

 

Nobody likes chasing people for money. It’s one of the downsides to running a business. But if 

you have a good system of reminders in place, you can usually recoup the majority of your 

outstanding invoices without having to resort to legal action or a debt collection agency. 

 

Preliminary steps 

If certain steps are taken before allowing clients to purchase goods on credit, the chances of 

them defaulting on their payments are much less likely. These include: 

 

 Performing thorough credit checks on anyone you plan to extend credit to 

 Making sure the terms are clearly understood upfront, including any penalties or 

contractual rights for late payment 

 Invoicing clients on time and following up with statements 

 

First reminder 

If, despite following such steps, a client fails to pay after 30 days (or whatever terms were 

agreed upon), your first action should be to call the client and ask when the bill is likely to be 

paid. Often a friendly verbal reminder such as this can be enough to trigger payment from a 

busy accounts department. In large companies, accounts departments often work on the 

principle that payments are only made when requests are received, so calling them is often 

enough to do the trick. 

 

If, after one or two phone calls, payment has still not been received, it is time to send a friendly 

reminder letter. This should be brief and to the point and can be included along with the client’s 

statement. 

 

A typical first reminder would read something like: ‘This is to remind you that your account 

balance of (dollars) was overdue as of (date). Please arrange payment of this account as soon 

as possible or, if you are unable to pay at this time, please contact us immediately to arrange a 

mutually acceptable payment plan. If this account has recently been paid, please ignore this 

reminder.’ 

 

Second and third reminders 

If you have heard nothing back in a week or so, it is time to get tough. Your second reminder 

letter should be less cordial than the first and straight to the point. If this fails to get a response, 
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your third reminder letter should be a blunt demand for payment within seven days, or else 

legal action will be taken. 

 

Final reminder 

If all your previous reminders have been ignored, you need to put your money where your 

mouth is. Empty threats will be perceived as just that. Therefore, if you mention legal action, 

you must be prepared to take it. Your final demand should state that unless payment is 

received immediately in full, legal action will commence as of a specific date. Then, follow this 

up in a week or so with a solicitor’s letter, to show that you mean business. 

 

Hopefully, things will not get to this point. If they do, though, engaging a debt collection service 

can save you the money and hassle of hiring a lawyer. If they are a ‘no win no fee’ service, then 

it won’t cost you anything unless they collect. This means you have nothing to lose and 

everything to gain. 

 

Most debt collection agencies offer experienced legal advice in accordance with the Court 

Scale, which is usually a more cost-effective structure than the typical per-hour fee of lawyers. 

 

The article goes on to explain how businesses could remind their clients that their payments 

have still not been received. By reading this article business can acquire tips to remind their 

clients that they still have to pay.  

 

Source: ccaonline.com 
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About Profitera Corporation Sdn. Bhd. 

Profitera Corporation is a leading technology provider of Revenue & Arrears Collections, Debt Recovery 

and Agency Management Software Solutions. Profitera provides specific solutions to help its Customers 

focus on their clients, reduce arrears and optimize profits throughout their Revenue and Profitability 

Lifecycle. As experts in Revenue & Arrears Collections, Debt Recovery and Agency Management, 

Profitera continuously brings enterprise level scalable software technologies to the doorstep of its 

Customers. This helps to reduce Arrears Delinquency, Bad Debt and Improve Tracking & Profitability. 

Profitera, being a MSC status and TUV Quality certified company has its global HQ in Malaysia and 

leverages on partners for regional presence in ASEAN, Asia South, Middle East and Africa. 

 

Enterprise Revenue Collections & Debt Recovery Software Systems 

SMS Notification and 2-way SMS Interaction software platform 

Data Management and Software Integration Services 

Data Analysis, OLAP and Multi-dimensional Cubes for Online Interactive Reporting 

 


