
WHAT TO DO WHEN
YOUR CLIENT ISN'T

PAYING! 
What should you do if a client hasn’t paid your invoice on time?
The most helpful first step actually takes place before you even
send an invoice – having a clearly written, signed agreement.
By having a signed agreement in place, both parties can see
exactly what the terms are and what the next steps are for
non-payment. 

Assuming you have that in place the first thing is to make
contact. Non-payment can happen for a number of reasons;
sometimes an invoice is overlooked or payment details have
been entered incorrectly. So a friendly email or letter to remind
them of the details of the overdue invoice is a great opportunity
to start the dialogue. 

If you don’t receive a response or payment is still not made, you
will need to escalate your communications with an overdue
payment reminder. It’s important that your email or letter
remind them that unfortunately, you are unable to continue
any work for them until payment is received. 

Next, try and contact the person by phone. Explain the details
of the invoice and ask for a timeframe for when the payment
will be received. At this point, if you are confident that
payment will be made, you can cease action and await
payment. But if you feel that it’s unlikely to be paid then it 

 



might be time to send an official letter of demand. Beware that
at this point the business relationship will be unlikely to be
repaired. 

Depending on the size of the amount owing, it may be worth
investigating the use of a debt recovery agency. An excellent
source of information about collecting debt can be found on the
ACCC website Debt collection guideline for collectors &
creditors | ACCC. Remember there are strict enforceable
guidelines regarding the collection of debt. If you are unsure
you will need to speak with a professional. 

Non-payment of invoices can be a stressful and very
unpleasant task for small business owners. But the risk of this
happening can be minimised by having clear expectations at
the beginning of the business relationship, along with a well-
written, clear agreement signed by all parties. At all times
business owners need to be aware of their obligations under
the law (which can vary from state to state) and seek
professional help sooner rather than later if they are unsure. 

It's a stressful thing and unfortunately, it happens - regularly! 
Having these things in place and open and honest
communication is vital to minimising your invoices becoming
overdue or worst still not paid. 

It's always a great idea to discuss options with your 
accountant. 

https://www.accc.gov.au/publications/debt-collection-guideline-for-collectors-creditors

