[image: ]				T:   …..[ENTER NUMBER]
				W:  …[ENTER WEBSITE]
				E:   …..[ENTER EMAIL ADDRESS]
DATE: ..[ENTER DATE]

Dear [ENTER NAME]
I hope this message finds you well.
Thank you for being a valued customer of Wilkins chimney Sweep. I truly appreciate your business and the relationship we have built together.

I have been going through my accounts and records and noticed that the invoice [ENTER INVOICE NUMBER] is still outstanding. I understand that sometimes invoices can be lost or overlooked in email folders and would appreciate if you could review the invoice and process at your earliest convenience. My bank details are at the bottom of this letter.
I have attached the original invoice for your benefit.
Please feel free to reach out if there are any queries regarding this invoice. I am here to help.
Warm regards

[ENTER NAME HERE]

Bank: [ENTER DETAILS]
Account Name: [ENTER DETAILS]
Account Number: [ENTER DETAILS]
Sort Code: [ENTER DETAILS]
Please use reference: [ENTER DETAILS]



VAT No: [ENTER DETAILS]
Company Reg No: [ENTER DETAILS]
Registered office: [ENTER DETAILS]
Wilkins Chimney Sweep: [ENTER DETAILS]
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