







Your Company Details 
Name of Debtor

Address

Postcode 
Friday, 20 April 2012
BY RECORDED DELIVERY

Dear [Name of Debtor],  

NOTICE OF IMPENDING COURT ACTION FOR NON-PAYMENT

[YOUR NAME] v. [NAME OF DEBTOR]
We completed work/supplied a service to/for your business on [insert date] and issued an invoice dated [invoice date] for [amount]. 

Unfortunately this invoice has not been paid. 

Furthermore, we have incurred additional costs dealing with this matter. 

Additional costs are as follows: 

1. [list any additional costs]
2. [if this is a commercial matter, you may want to consider charging the Late Payment of Commercial Debts (Interest) Act 1998 – visit the website for the correct figure to use https://payontime.co.uk/late-payment-legislation-interest-calculators].

The total outstanding, including interest (at 8.5%) and additional costs as above is now £[amount due]. 

(interest is usually calculated from the date your invoice was issued or the debt became due).

We write to give you notice that if payment of £[amount due] has not been made within seven days, then without further notice we will issue proceedings against you  in the Northampton County Court. 

We hope to avoid this action and look forward to hearing from you urgently. Payment can be made by cheque to [your name] or alternatively by BACS to our bank account – sort code [enter sort code], account number [enter account number]. 

Yours sincerely, 
[your name]
