On your WANZ Business Letterhead

Date

Customer Name 

Address

City/Town     



FAX  XX-XXX XXXX

Attention: 

Dear 

Reference our contract 

Further to our recent telephone conversation on this same matter, I am writing to you regarding our contract.
Our Credit Controller reports that your payment for $ ………… due (day and date in full) has not been received as agreed when you applied for credit. 

Please advise by return fax if you have a problem with the payment due on this contract. To provide you with the level of service and support you require at this contract price, we work closely with our bank to finance your credit requirements. We appreciate your custom and we also appreciate being paid!

As this payment is now in arrears we ask you to give priority attention to the due amount, as from the due date the amount due increases by 0.0684931% per day, which equates to 25% per annum as per the contract documents.  If we refer the debt for collection you have agreed to pay the full costs.

I am both faxing this letter and posting you a copy in today’s mail via FAST POST.

Please contact us today (tel XX XXX XXXX /Fax XX XXX XXXX) and advise how and when you will be paying.  

Yours faithfully
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