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	Recipient name
Address line 1
Address line 2
City
County 
Postcode

	Date XXX

	Dear Name
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Amount Outstanding: £
Invoice Number(s) / Unpaid Direct Debit:

I am writing with reference to the above Invoice(s) / Unpaid Direct Debit; according to our records, as of today’s date the balance is still outstanding for payment.

Our payment terms are 14 Days, if you require a copy of the invoice(s) or have any further questions, please do not hesitate to contact me.

Payment can be made by. 
· Cheque – Payable to ‘XXX’ and sent to our address on this letter.
· Card – Please call XXX
· Bank Transfer – Insert bank details, Bank name, reference, sort code, account no.

We look forward to receiving payment in due course. If payment has already been processed, then please disregard this letter with my apologies.

Yours Sincerely
Insert your details here 
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