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The invoice is overdue! -
Writing payment reminders and repl}

Von Prof. Dr. Inez De Florio-Hansen, Kassel
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Materiallibersicht

1./2. Stunde The dunning process and first payment reminders
M1 (Ws) How to remind customers — the dunning process
M2 (Ws) The structure of a payment reminder — a first reminder

M3 (Qz) Writing payment reminders — check your vocabulary

3. Stunde How to write second payment reminders
M4 (Ws) If one letter is not enough — writing a second payment r der
4. Stunde How to write final payment reminders

M5 (Ws) Wedemand payment —writing a final payment remin

5. Stunde How to write replies to payment reminders

M6 (Ws) Please accept our apologies — writing repligs to pa reminders

(M7)

Vocabulary = Writing payment reminders and repli
Test Writing payment reminders and repli

Portfolio Writing payment reminders an plies

Bedeutung der Abkiirzungen
Qz: Quiz; Ws: Worksheet

Minimalplan

Sie haben nur zwei Stunden zur nen Sie die wichtigsten Inhalte erarbeiten:

1. Stunde: How to write first pay reminders M 2

2. Stunde: How tg nent reminders M6

Zusatzmaterialj

ander (alternativer Musterbrief, Teile in vertauschter Reihenfolge)

erer E-Mail-Rahmen zum Ausdrucken)
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m Payment reminders Business communication: writing ¢ 8 “

How to remind customers - the dunning process

Get to know the structure of the dunning process’ and learn about different types of remind

Tasks

1. Read the short text about the dunning process and fill in the gaps with the words

Unfortunately, some customers do not pay their

general, companies send three subsequent letters to the

them of the overdue* payment. These letters are called

companies give the customer’s details to a

made after the third letter. The whole process is called the

customer ® payment reminders ® invoices® ® dunning

2. Here is the beginning of three payment reminders. In
customer who has not paid the invoice? Write the

a) Dear Mr Harding

B N Our invoice
< 2 ' 4
1 S y Invoice no. 05 of 6 March 201 overdue for three months.
We must insist’ t t® of £5,189.50 in full by 6 June

2015 at the latest?
agency. (...)

your details with our collection

b) Dear Mr

Our invoice

au that invoice no. 05 of 6 March 2015 has been over-
‘ ould be grateful® if you paid the outstanding™
thin the next few days. (...)

h 2015 has been overdue for six weeks now. The total amount out-
ng is £5,189.50. Please pay our invoice without delay™. (...)

1 dunning process: Mahnprozess — 2 (payment) reminder: das Mahnschreiben, die Zahlungserinnerung — 3 to remind so.
of sth.: jmdn. an etw. erinnern - 4 overdue: liberfallig - 5 invoice: die Rechnung — 6 collection agency: das Inkasso-Unterneh-
men -7 to insist that ...: darauf bestehen, dass ... - 8 amount: der (Geld-) Betrag — 9 grateful: dankbar — 10 outstanding: aus-
stehend - 11 without delay: ohne Verzégerung, sofort
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We demand payment - writing a final payment reminder M5

Read an example of a final payment reminder and write one yourself.

Tasks

1. Read the final reminder and fill in the gaps with these prepositions: with (2x) e ate o

J. Neumann

Wehg€nweg 101
24188 Kiel

Yang Group Ltd
220 Xikang Road
Donglong Youbang Plaza, 2™ Floor

200040 Shanghai, China 9 October 2015

Dear Ms Shen

Our invoice

You have not reacted to our two previous ment reminders arf§l your account (1) us
remains outstanding. Invoice no. 837_C 2) 10 Jul as been overdue (3)
three months now.

The total amount outstanding is €6

We demand' payment (4) full 2015 (6) the latest. If you fail

to meet this deadline?, we will list your de
to stop further deliveries.

(7) our collection agency and we will have

Please contact us immediat Id be sorrfy'to lose you as a customer.

Yours sincerely

Jiirgen Neumann

Jurgen Neuma
Managing Dir,

e words: deadline ® invoice ® consequences® harsh® e polite

in tone and sets a final

. It also informs the customer of

if they fail to meet this deadline. But the letter should still be customer-

because the company doesn’t want to lose the customer.

Vocabulary

1 to demand sth.: etw. fordern — 2 to fail to meet a deadline: eine Frist nicht einhalten — 3 harsh: hier: fordernd
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