FIRST LETTER/EMAIL where no interest is claimed 

(no costs)


Dear Sir/Madam
Overdue Account [Herein insert the Outstanding Amount]

[Herein insert date of invoice]

We are unable to trace receipt of your payment of [herein insert balance outstanding] as detailed in the invoices attached in settlement of our account, which is now considerably overdue.

We look forward to payment by return unless there is a genuine reason for non-payment.

Should there be any problem, please contact the undersigned without delay.

We look forward to payment by return unless there is a genuine reason for non-payment.

Yours faithfully,

[herein insert sender's company name and email address is appropriate]
DISCLAIMER

While every care is take in compiling the information contained on this website we cannot accept responsibility for any errors or omissions.

The advice is general and should be adapted to suit your particular circumstances. Information and ideas are given in good faith but users apply them at their own discretion.
© http://www.debtscotland.com






