
[DATE]
Contact Name

Address

Address2


City,

Postal Code

RE: FINAL NOTICE BEFORE LEGAL ACTION


Dear [Contact name],

We have repeatedly advised you of your long overdue balance in the amount of [AMOUNT]. Since you have not made a payment, we have turned your account over to our solicitors and instructed them to commence proceedings without further delay.

However, there is still time to avoid this if you contact us within the next [NUMBER] days. This will be your final opportunity to resolve matters without the expense of court proceedings.

 

Sincerely,
[YOUR NAME]
[YOUR TITLE]
[YOUR PHONE NUMBER]
[YOUREMAIL@YOURCOMPANY.COM] 

[YOUR COMPANY NAME] 

[YOUR COMPLETE ADDRESS] 
Tel: [YOUR PHONE NUMBER] / Fax: [YOUR FAX NUMBER]
[YOUR WEBSITE ADDRESS]

