Addressee name

Address

Date 
Dear Sir or Madam name,
Please find below / attached a list of outstanding invoices. I We refer to our invoice of DATE.

These invoices are This invoice is now overdue for payment, and I We would be grateful to receive settlement of this outstanding amount as soon as possible.

Please notify me us once payment has been made, so that I We may confirm receipt and update our late-payment records.

In the event of non-payment, we reserve / have the right to add interest and late-payment charges to the debt, in accordance with the Late Payment of Commercial Debts (Interest) Act 1998.

Yours faithfully sincerely,

name title
















Author Signature	Date signed:








