Final reminder letter

For the attention of………………………………

Customer Name

Customer Address 1

Customer Address 2

City

Postcode

Dear Sir/Madam

Overdue Account  £………………….[month]

Despite previous requests for payment, the above sum remains outstanding and overdue for payment.  With effect from today’s date, we are unable to accept or process any further orders from you.

As you are aware, the sum of £……….. shown above is due in respect of (goods supplied)(services rendered) as detailed in (invoices dated)(copy invoices attached).  In accordance with the terms agreed between us, payment was due on (due date).

Unless the full amount is paid to us within the next seven days, we shall take court action to recover payment.  As at today the interest amounts to £……. And will continue at a daily rate of £……….

In addition, in any court action, we will seek to recover any court fees and legal costs incurred.

To avoid this, payment of the account must be made to us by (cheque, banker’s draft, cash, Bax etc) within the time limited.  If there is any genuine reason for non-payment, please contact the undersigned at the above address or telephone number without further delay.

Yours faithfully,

Credit Manager 

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.
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