SECOND LETTER/EMAIL where no interest is claimed 

(no costs)


Dear Sir/Madam
[Herein insert balance of outstanding invoices]

[herein insert date of invoice(s)]

We regret to note that we have not received any reply to our letter of [herein date of letter/email], and the amount of £[Herein insert balance of outstanding invoices] remains unpaid.  This is now well overdue, and outside our agreed terms of trading.  In order to avoid the cessation of supplies and withdrawal of credit facilities please remit by return of post.  In addition we reserve the right to add interest to the amount outstanding.

Yours faithfully,
[herein insert sender's company name and email address is appropriate]
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