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[Print on Company Letterhead or insert Address] 
 
<<Contact Name>> 
<<Trading/Company Name>> 
<<Address>> 
<<Address>> 
<<Post Code>> 
 
<<Date>> 

 
Dear <<Name of Contact>>, 
 

Re. Outstanding Credit Balance 
 
We routinely review all our accounts. We have found a record of irregular payments on your 
account, which frequently leaves balances unpaid beyond our credit terms. 
 
Whilst we value your continued custom, we would also appreciate payment within our agreed 
credit terms. 
 
We look forward to your future co-operation in this matter. 
 
 
Yours sincerely 
 
 
 
__________________  
<<Name>> 
<<Title>> 
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