
[Name of Company]


[Name of Client]

[Address of Client]

Letter Before Action
Dear Mr. Smith:

We are writing in reference to the invoice nº ____, issued on the date ____, for the amount of _____, with the expiration date _____  as payment for this service: ____.

Since we have not received confirmation of your payment - which may have been an oversight - we are resending you our bank/payment details so that you can make the transfer as soon as possible. If not, there is a possibility that your account will be charged interest arrears from the due date of the invoice.


Once again, here are our bank details to make the transfer:

IBAN: ________

BIC: _______

Do not hesitate to contact _____ by telephone ____, or at the email address ____ if you have any questions.

Best wishes,

 (Name and title)
(Company) 

[Current date]





[Address of Company]


[Telephone number]


[Email contact]

















[Company name]


Contact Details


Bank Details

[Company Address]


[Your name]



[Name of Bank]

[Telephone number]


[Your Telephone Number]


[IBAN]

[Your email]








[BIC]

