[Print o insert Address]
<<Contact Name>>
<<Trading/Company Name>>
<<Address>>

<<Address>>

<<Post Code>>

<<Date>>

Dear <<Name of Contact>>,

< >>

Further to our letter dated <<date
for the outstanding amount of <<a

e that no payment has yet been received

No doubt you will agree that it is i lear this account.
I look forward to receiving your ch
If you are unable to settle this deb with a proposal immediately.

[Should payment not be forthcomi
days we will be obliged to take leg

brnative payment terms within 5 working

Yours sincerely,

<<Name & Title>>
For and on behalf of <<Company
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