
LETTER CHASING PAYMENT BEFORE LEGAL ACTION


 ………………………………(insert date)


………………………………..(insert customer’s name and address)

Dear Sirs

NOTICE OF INTENDED COURT PROCEEDINGS

TAKE NOTICE that according to our records the sum of £………….. (insert amount) is overdue for payment of invoices ……………… (insert invoice numbers).

Unless payment is made to the above address within seven days, legal action to recover the debt will be taken against you without further notice.

Payment can be made direct to our bank account using sort code …….. (insert details) and account number ………. (insert details).

Copies of the outstanding invoices are attached.

Yours faithfully

…………………………………… (insert signature)

…………………………………… (insert name and position in company)

Enc


