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NOTICE TO REMEDY

<Insert Date>

ATTN: <Insert Client Name>
<Insert Client Company or Business Name>
<Insert Client Address>

      

		RE: Urgent Reminder – Notice to Remedy
Outstanding Balance $<0000000>




		Dear <Name>,
We refer to our correspondence dated <INSERT dates of previous emails> regarding the outstanding balance on your account.
Please be advised that having any balance outstanding is a breach of your contract. Your access to our program content has been suspended due to non-payment. We request that the full outstanding amount be paid within 30 days to avoid further action being taken.
The following invoices are outstanding 30 days or more: 
(list each missed payment 30 days or more overdue on its own line by adding rows to the table below)

	Description of Goods or Services
	Due Date
	Amount
	Overdue Days

	<INSERT name of program> Weekly Payment
	<DATE>
	<$00000000>
	<00 days>

	TOTAL AMOUNT PAYABLE
	
	<$00000000>
	







		The following invoices are outstanding less than 30 days: 
(list each missed payment less than 30 days on its own line by adding rows to the table below)

	Description of Goods or Services
	Due Date
	Amount
	Overdue Days

	<INSERT name of program> Weekly Payment
	<DATE>
	<$00000000>
	<00 days>

	TOTAL AMOUNT PAYABLE
	
	<$00000000>
	


We are happy to discuss alternative arrangements and encourage you to send a payment proposal for consideration as a matter of urgency, by emailing <INSERT your email address>
If payment has recently been made, please disregard this letter and accept our thanks.

Yours Sincerely,




		






	    <INSERT YOUR SIGNATURE HERE>
	
<INSERT your Name>
<INSERT your Title>
<INSERT your Company or Business Name>
Phone: <00000000> Email: <INSERT your email address>
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