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OUTSTANDING INVOICE 2nd REMINDER
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��Dear Individual Contact,








RE: Non-Payment of Outstanding Invoice 





�For











Despite our First Reminder Letter dated (Insert in date) we have still not received payment or any communication. Please note that should payment not be made within 7 working days of the date of this letter further action will be taken which could result in interest being charged and/or possibly the commencement of legal action. To avoid any further action PLEASE MAKE ARRANGEMENTS TO SETTLE YOUR DEBT AT ONCE. 








Yours faithfully,








(Full name of signing party for ‘Debtee’)








(Position)








Signature:



















































































Enclosed: Copy of Original Invoice














© In-a-Minute Companies Limited 2001


Name/Company Name: The Debtee





Address:


Postal Code:


Country:


Certificate Number: (Company’s only)





Name/Company Name: The Debtor


Individual Contact:


Address:


Postal Code:


Country:


Certificate Number: (Company’s only)





Manually insert in date








Payment Date








Insert in Invoice Number





Please insert in nature of goods/services supplied











