On your WANZ Business Letterhead

Date

Customer Name 

Address

City/Town     



FAX  XX-XXX XXXX

Attention: 

Dear 

Reference our contract 

I am writing to you again regarding our contract. 

Our Credit Controller reports that your payment for $ …………  due (day and date in full) has still not been received as agreed when you applied for credit. 

We wrote and faxed you on ………….date regarding this overdue payment, but we have not received advice from you regarding any problem you may have with the payment due on this contract. 

We must now assume that this is a payment default and, in accordance with our contract, will pass the account to debt collectors for Collection. We remind you that this adds 20% to your costs, which you can still avoid if we receive payment from you before 12.00 noon  on ……….. (day and date in full).  If payment is not made we will also be charging interest per the credit agreement.

We ask you to please contact us today (Tel XX XXX XXXX /Fax XX XXX XXXX) regarding this matter.

Yours faithfully
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