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PAYMENT REMINDER: FINAL NOTICE


	[Recipient’s first and last name]
[Client Company name]
[Postal address]
[City, State, Postcode]

[Date of letter: month, day, year]
	INVOICE #
	12345

	
	Overdue amount:
	$xxx.xx

	
	Date of invoice:
	18 August 2014

	
	Invoice payment due:
	20 September 2014

	
	Client code:
	CLIENT001

	
	
	

	
	
	






Dear [recipient’s name],


Despite our efforts to resolve your past due account, payment on this account has still not been made.
We are informing you that this is your final notice and last opportunity to make payment. Unless we have your payment for [$ amount] within the next [x] days, or an acceptable proposal for payment is obtained, we will instruct our legal representatives to take immediate action to recover the debt. If the matter goes that far, you will – in addition to the amount outstanding - be liable for all legal fees and court costs. Such an action may also adversely affect your credit rating.
If you have any questions or wish to discuss this matter, please call me immediately on [telephone number].
Thank you for your prompt attention to this matter.

Yours sincerely,

[image: ]



[Sender first and last name]
[bookmark: _GoBack][Your company name here]
13 Street Address, Suburb, City, Postcode, Country
Postal address, Suburb, City, Postcode, Country
Main telephone number, web address

Accounts: Telephone, email
Bank account details: Bank XYZ 02 0432 0001234 000
Please use your Client Code as your payment reference.
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PAYMENT REMINDER: FINAL NOTICE

Doarrecionts namel.



