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Description automatically generated]				T:   …..[ENTER NUMBER]
				W:  …[ENTER WEBSITE]
				E:   …..[ENTER EMAIL ADDRESS]

DATE: …[ENTER DATE}

Dear [ENTER NAME]
I hope this message finds you well.
I sent you an email on [ENTER DATE] to inform you that invoice [ENTER NUMBER] for the amount of [ENTER AMOUNT] is past due.
I have checked my records, and I can see that this invoice remains unpaid.
I would be grateful if you could arrange for payment to be made within the next [ENTER DAYS] from the date of this letter. My bank details are at the bottom of this letter.
If there is any reason why payment cannot be made in the next [ENTER DAYS] please can you contact me to discuss.

Kind 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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