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CREDIT MANAGEMENT EMAIL TEMPLATES 

Three practical customer communications for credit governance, payment transitions 
and overdue collections. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CREDIT MANAGEMENT  /  EMAIL TEMPLATES 

CONFIDENTIAL  •  INTERNAL USE 

 

INTRODUCTION 

Why these emails are useful 

Credit decisions are easier to manage when customers receive clear, consistent and commercially 
grounded communication. These templates are designed to give credit, finance and account-management 
teams a repeatable starting point for three common situations: refreshing credit documentation, moving an 
account to upfront payment, and following up on overdue debt. 

01 

Create consistency 

A common structure helps teams 
communicate credit decisions 
professionally and reduces ad-hoc 
wording. 

02 

Reduce friction 

Clear requests, dates and next steps 
make it easier for customers to 
respond and keep orders moving. 

03 

Protect the relationship 

Firm credit controls can be 
communicated transparently, while 
preserving a constructive customer 
tone. 

 

Suggested use 

Use the templates as controlled starting points rather than sending them unchanged. Replace every 
{{placeholder}}, confirm the relevant dates and amounts, and align the wording with your credit policy before 
sending. 

 

 

TEMPLATE OVERVIEW 

• 01 — Request financials / review credit limits 
• 02 — Transition an account from open credit to upfront payment 
• 03 — Leverage trade payment data to collect past-due debt 
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TEMPLATE 01 

How to Request Financials / Review Credit Limits 

Use when an account needs a documentation refresh to maintain or reassess its current credit line. 

Objective 

Keep the customer's current credit position moving by making the information request specific, time-bound and 
easy to action. 

 

Dear {{Contact Name}}, 

 

As part of our standard credit governance process, we periodically review credit lines across our active accounts 
to ensure terms align with current operational volumes. 

 

During our latest quarterly review, our monitoring flagged a need to update the documentation on your file. To 
ensure we maintain your current credit line of {{$Current Credit Limit}} without disrupting upcoming orders, we 
need to complete a quick account refresh. 

 

Please provide the following details by {{Date - e.g., Friday, Oct 15}}: 

 

• Your most recent YTD financial statements (Balance Sheet & Income Statement) 

• Updated primary Accounts Payable and Finance contacts 

• Anticipated order volumes for the upcoming quarter 

 

If you have any questions or need to adjust payment arrangements for pending orders, please reach out to me 
directly. 

 

Sincerely, 

 

{{Sender Name}} 

{{Sender Title}}, {{Your Company Name}} 

{{Contact Information}} 
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TEMPLATE 02 

How to Transition an Account from Open Credit to 
Upfront Payment 

Use when risk policy or updated credit information means new orders can no longer be placed on open terms. 

Objective 

Separate existing obligations from new-order terms, explain the change plainly, and give the customer a clear path 
to continue trading. 

 

Dear {{Contact Name}}, 

 

Thank you for your ongoing partnership with {{Your Company Name}}. 

 

Due to recent changes in our credit underwriting policies and external credit risk data, we are temporarily unable 
to extend open credit terms on new orders for {{Customer Company Name}}. 

 

Effective {{Date}}, all new orders will be fulfilled under {{Payment Terms - e.g., Prepayment / 50% Deposit / Cash in 
Advance}}. 

 

What this means for your account: 

 

1. Existing Invoices: Your current outstanding balance of {{$Outstanding Amount}} remains due under its 
original invoice terms. 

2. New Orders: Our team is ready to process your next order as soon as prepayment or security terms are 
confirmed. 

3. Re-evaluating Credit: We review accounts quarterly. We will gladly re-evaluate open credit terms upon 
receiving your updated year-end financial statements. 

 

We appreciate your cooperation as we navigate these risk updates. Please let us know how you would like to 
handle your current pending orders. 

 

Best regards, 

 

{{Sender Name}} 

{{Sender Title}}, {{Your Company Name}} 

{{Contact Information}} 
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TEMPLATE 03 

How to Leverage Trade Payment Data to Collect 
Past-Due Debt 

Use when an invoice is overdue and you want to create urgency while explaining the commercial consequences 
of continued late payment. 

Objective 

Make the overdue balance unmistakable, provide a simple payment path, and create a documented next step if 
payment has already been made. 

 

Dear {{Contact Name}}, 

 

We have tried reaching out regarding invoice #{{Invoice Number}} for {{$Invoice Amount}}, which was due on {{Due 
Date}} and is now {{Number of Days}} days past due. 

 

As part of our credit management workflow, {{Your Company Name}} regularly reports monthly payment 
performance and Days Beyond Terms (DBT) metrics to commercial credit reporting agencies, including 
Creditsafe. Maintaining prompt payments ensures your company preserves a positive commercial credit score 
across national trade networks. 

 

To avoid negative impacts on your company’s commercial credit rating or a hold on future shipments, please 
confirm payment for the outstanding balance today. 

 

Payment Summary: 

 

• Invoice Number: {{Invoice Number}} 

• Total Overdue: {{$Invoice Amount}} 

• Payment Methods: {{Link to Payment Portal / ACH / Wire Details}} 

 

If payment has already been sent, please reply with the remittance advice so we can update your credit file 
immediately. 

 

Sincerely, 

 

{{Sender Name}} 

{{Sender Title}}, {{Your Company Name}} 

{{Contact Information}} 
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QUICK-USE GUIDE 

Before you press send 

A polished credit email should make the decision clear, the action obvious and the next step easy to 
complete. 

01 Confirm the facts 

Validate account name, invoice number, balance, credit 
limit, dates and payment terms. 

 

02 Replace every placeholder 

Search for {{ and {{$ before sending so no template fields 
remain. 

 

03 Keep the ask visible 

Put the requested action and deadline near the middle of 
the email, where it is easy to scan. 

 

04 Use one clear next step 

Tell the customer exactly what to send, pay, confirm or 
discuss. 

 

05 Document the response 

Save financials, remittance advice and agreed payment 
arrangements in the account record. 

 

 


