Letter of demand
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< Debtor’s name
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< address line 1
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< address line 2
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< town/suburb
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 < State
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 < post/zip code
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< today’s date

Dear [image: image8.wmf]

<  payers name,
Re:  Letter of Demand for unpaid invoice
Invoice Date:  [image: image9.wmf]


Invoice No:  [image: image10.wmf]

  
Invoice Amount:  [image: image11.wmf]



As you are aware the above invoice remains unpaid by you.  Despite many reminder emails and telephone calls requesting payment of this account, the debt remains owing.

Accordingly we advise that if payment in full of the sum of [image: image12.wmf]

 is not received by this office within seven days of the date of this letter, we will instruct our solicitor/lawyer to issue proceedings against you, to recover the unpaid debt together with our legal costs.

Yours sincerely,
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< Your hand written signature if not emailing
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< Your name
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< position title
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< Your business name
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<  business address
Our bank details for your payment:  [image: image18.wmf]
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