Debtors full name and address











Date  
By post 
Dear Sirs,


    


Letter of Claim 
Outstanding Debt 
We write regarding your  outstanding debt to ourselves for (brief description of the service/ goods the debt covers).  The debt is summarised below and a full statement is included with this letter. 
Total outstanding 
£5,307.79
Interest @ X% pa 
£   207.09
Total Due

£5,584.88
Basis of the claim

The Claim is based on ( contract signed x date & and other amendments to the contract ) Please find enclosed a copy of the following documents: 
· List each document such as original contract & date, any revised contracts, any written correspondence varying the terms of the contract in any way)
· List and include copies of any outstanding invoices that make up the claim 
· Include a statement of the account and the interest calculations
Interest and other fees 
Your account now stands at £5,307.79 to include interest (state the rate of interest and  how this interest is chargeable, e.g. contractual & clause of contract, statutory or Late Payment of Commercial Debts regulations) Interest at x % per annum will continue at a daily rate of £X  until judgment or sooner payment. The enclosed statement details how the interest was calculated. 
Next Steps

To comply with The Pre-Action Protocol for Debt Claims, we also enclose the following documents: 

· Information sheet. 

· Reply Form

· Standard Financial Statement
However, as this is a business debt, these forms are not appropriate and we recommend you contact The Business Debtline www.businessdebtline.org  or similar organisation if you feel you require advice about your business Debts ( this clause is only to be included if the debtor is acting in a business capacity) 
To comply with the Protocols, please ensure you contact the writer on xxxxx at your earliest convenience to discuss repayment of this debt and complete the Reply Form enclosed. The Reply Form must be received by ourselves within 30 calendar days of the date of this letter. Please send all completed documentation to XXXXX Full address  

Payment can be made to XXX Ltd 
XXX Bank
Account No
XXXXXX


Sort Code  XXXXXX
Please be aware, if we do not receive a full response to this letter by Wednesday 22nd  November 2017, (Date 30 days from the date of the letter )  we may commence court action with no further refence to you. 
We do hope we can count on your cooperation to settle this matter amicably and further action will not be required. 

Yours sincerely

