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CHECKLIST

Late payment follow-up checklist

Confirm the invoice date and payment deadline

Check whether a deposit was already received

Save copies of the invoice and any related messages
Send a polite first reminder referencing the invoice
Set a clear point to follow up if there's no reply

Ask for a specific payment date in any firmer follow-up
Put any new agreement on timing in writing

Consider a formal letter if follow-ups bring no result
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