FIRST LETTER/EMAIL where contractual interest applies

(no costs)

Dear Sir/Madam
Overdue [herein insert the balance due] comprising principal sum of £[   ] plus interest of £[   ]

We are unable to trace receipt of your payment of £[herein insert balance due] in settlement of our account, which is now considerably overdue.

We charge interest on late payments of [herein insert interest rate].  This is the rate which we are entitled to charge in terms of our contractual provisions.  Accordingly interest will continue to accrue on the balance of £[herein insert balance due] at a daily amount of £[herein insert daily amount of interest claimed].
In the circumstances we would be obliged if you could forward your remittance to us in the sum of £[hereinafter insert balance outstanding] by [herein insert date 7 days from today].

In addition we reserve the right to institute court action for recovery of all outstanding sums due including interest, judicial interest and court costs.

Yours faithfully,



[herein insert sender's company name and email address is appropriate]
DISCLAIMER

While every care is take in compiling the information contained on this website we cannot accept responsibility for any errors or omissions.

The advice is general and should be adapted to suit your particular circumstances. Information and ideas are given in good faith but users apply them at their own discretion.
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