Your Name

Your address

Your phone number
To:

Accounts department

The name of the organisation that is bothering you

The organisation that is bothering you’s address

Their postcode

RECORDED DELIVERY

Date:

Dear Sir

Further to my letter of [date] this letter is to notify you that I have not yet received payment of my invoice for £195.00, I enclose a copy which shows the details.

By this Recorded Delivery letter I am reminding you to pay the invoice.

I expect to receive payment by [about 10 days from the date of this letter]. If you have any questions please write to me by that time.

If I do not receive payment by [this date in about 10 days time] I will, without further notification to you, raise a claim via Money Claim Online for £x, being  the amount of the invoice and the £25 court fee [Court fee is £25 for amounts up to £300].

Yours faithfully

Richard Herman

