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	Recipient name
Address line 1
Address line 2
City
County 
Postcode

	Date: XXX

	Dear Name
	




Overdue Account – Final Reminder

Amount Outstanding: £
Invoice Number(s) / Direct Debit Payment:

I am writing to inform you that despite several attempts to contact you regarding the above, you still owe [amount owed] as payment for [service] provided on [date]

The details of these services are included in [Invoice / Statement], a copy of which is attached to this letter.

The amount is now overdue by [time spent]. Failure to pay with immediate effect may result in XXX taking legal action to recover monies due and termination of your contract. This is a final reminder. Please be aware that incurring legal proceedings may result in you being liable for litigation fees



Yours Sincerely
Insert your details 
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