Attach an account statement with a copy of overdue invoices and your bank details
Allow time to the debtor to make the transfer once the mail received with a margin of a few days. Usually between 7 and 14 days date of the notice

* invoices amount + delay penalties amount

Edit fields in [RED]

[BUSINESS NAME]

[ADRESS 1]

[ADRESS 2]

[POST CODE] [TOWN]

[COUNTRY]


To the attention of [Accounts Payable Department] 
DHL letter n°[NUMBER]
OBJECT: OUTSTANDING INVOICES – LAST LETTER BEFORE LEGAL ACTION
	


[LOCATION] [DATE]

Dear Sir,

In spite of our numerous attempts to contact you, the invoices listed below are still due as of this date.

You will find enclosed a copy of these invoices with our bank details.

Given the length of time that these invoices have been overdue, I request you to proceed with payment of [AMOUNT*] including delay penalties as per our sales conditions upon receipt of this letter.



Invoices amount : [OVERDUE INVOICES AMOUNT]



Delay penalties : [DELAY PENALTIES AMOUNT]




TOTAL AMOUNT DUE : [TOTAL AMOUNT*]

Without any payment from you until the [DATE*], we will be obliged to start a legal action against your company in order to recover our due amounts including additional recovery fees.
I look forward to hearing from you very soon in order to settle this situation.


Best Regards, 
[YOUR NAME]

[YOUR TITLE]

[YOUR PHONE NUMBER]

[YOUR EMAIL]



Total due amount :





[AMOUNT] euros








