[Your business name]
[Address]

[Date]

[Customer business name]
[Address]

LETTER BEFORE ACTION

Dear [name],

Unpaid invoice [number] for [amount]

I write about the invoice below, which remains unpaid despite earlier reminders:

	Invoice [number]
	dated [date]
	due [date]
	[amount]

	Statutory interest from [date] at [rate]%
	
	
	[amount]

	Fixed compensation
	
	
	[amount]

	Total now owed
	
	
	[total]




Please pay [total] by [date] to [bank name], sort code [00-00-00],
account [number], reference [invoice number].

If you dispute any part of this amount, please tell me in writing by the same date
and explain why. Copies of the invoice and the reminders are attached.

If I receive neither payment nor a reply by [date], I intend to start a court claim
for the amount above without further notice.

Yours sincerely,

[Your name]
[Position]
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