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It’s no secret that positive cash flow is the life blood of any
business.
Few people enjoy chasing valued customers for unpaid accounts, but to
keep the cash flowing through your business it’s crucial to stay on top of
your outstanding debtors.
After sending a series of invoice reminder emails and you’ve received no
response, a demand letter is the perfect next line of defence for invoices
that have still not been paid.
You’ve sent your friendly and firm reminders so it’s time to give your
customer one last chance before taking legal action.
A demand letter must include the details of the overdue account, your
contact details and a copy of the original invoice(s).
To save you time we’ve created a FREE demand letter template, so
you can get your invoice paid once and for all.

[FULL NAME]
[COMPANY NAME]
[ADDRESS 1]
[ADDRESS 2]
[CITY]
[Insert date]
Letter of demand

Dear [DEBTORS FULL NAME]
We are writing in reference to Invoice [INVOICE NUMBER] and payment not being received.
I enclose the invoice(s):
•

Invoice [INVOICE NUMBER] for [INVOICE AMOUNT].

---- FULL PAYMENT ---I demand full payment of the outstanding amount within seven days from the date of this letter.
---- PARTIAL PAYMENT [FEEL FREE TO REMOVE] ---Alternatively, and without prejudice to my rights for full recovery of the debt, I am prepared to:
•

Accept the amount of [INVOICE AMOUNT] as full and final settlement of the debt if paid
within seven days from the date of this letter.

If this matter is not resolved by the time specified above, legal proceedings may commence to recover
the debt without further notice to you and this letter may be tendered in court as evidence of your
failure to pay.
Legal action may result in you having to pay legal costs, interest and could impact on your credit
history.

Should you wish to contact me to discuss, my telephone number is [TELEPHONE NUMBER].
Yours sincerely,
[YOUR FULL NAME]
[YOUR COMPANY NAME]

[BANK ACCOUNT / PAYMENT DETAILS]

BYE BYE STRESS.
HELLO CASH
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