Debtor Chasing Pack
Purpose: Get paid on time without conflict while protecting client relationships.
1. Setup Checklist ✅
□ All invoices include payment links / QR codes
□ Terms are clearly stated in quotes (deposit + milestones, pause if missed)
□ A log of messages and calls is kept
2. Payment Chasing Cadence
	Day
	Action
	Method
	Script
	Notes

	7
	Friendly nudge
	Email / SMS
	“Hi [Name], just a friendly reminder your invoice [#] is now due. Please use this link to pay: [link]. Thanks!”
	Keep tone warm, assume good faith

	14
	Firm reminder
	Email + Call
	“Hi [Name], invoice [#] is now 14 days overdue. To keep your project on schedule, please make payment today. Link: [link].”
	Be clear, professional, factual

	21
	Stop-work notice
	Formal Email + Letter
	“Dear [Name], as invoice [#] remains unpaid, we must pause work until payment is received. Once cleared, we will resume as planned.”
	Send recorded delivery if needed


3. Message Templates
Day 7 – Friendly Reminder
"Hi [First Name], hope you’re well. Just a quick reminder that invoice [#] for [amount] is now due. Please use this link to pay: [link]. Thanks for sorting this promptly."
Day 14 – Firm Reminder
"Hi [First Name], invoice [#] for [amount] is now 14 days overdue. To keep your project on track, we need this cleared today. Payment link: [link]. Please confirm once done."
Day 21 – Stop-Work Notice
"Dear [First Name], despite reminders, invoice [#] for [amount] remains unpaid. As per our terms, we must pause work until payment is received. Once cleared, we’ll resume as planned. Please contact us urgently to avoid further delay."
