	
	
	Insert your logo here

	
	
	Insert your company name here

	
	
	Insert your company address here

	
	
	Insert today’s date here

	
	
	

	Dear {insert customer name}

	

	FINAL DEMAND – IMMEDIATE ACTION REQUIRED

	

	As we have not received payment of your overdue balance of £0.00 following our recent letters, we are now viewing the situation with grave concern.

We have placed an immediate suspension on your account and as such all work has been paused.  This suspension will remain in place until your account is fully up to date.  This includes the payment of any invoices that fall due and also any invoice we issue in respect of late payment.


	If payment is not made within seven days of this letter, we will have no alternative but to instruct our legal team to commence action to recover the outstanding debt.

This may result in further costs to you and your ability to obtain credit from other sources may be affected.

Should it prove necessary to instruct our legal team your account will be closed, and proceedings would be issued for the full account balance.  

Thank you.

Yours sincerely

	

	Insert signature here

	

	Your Name

	Your Position



