{Your Company Headed Note Paper}



                                                    


Date: {Enter the date here}
Mr A N Other,


10 AnyStreet, 

AnyTown, 

AnyCounty, 

AN1 11Y.

Dear Mr A N Other,

Ref: Outstanding Debt: £{Enter the amount of the debt here}
Even though we have asked you to pay your overdue debt of £{Enter the amount of the debt here} many times, the debt still remains unpaid.

It is a legal requirement to send a notice of intention to pass your details and details of your unpaid debt to a Credit Reference Agency. This letter fulfils this requirement even if it is not actually read by you.

If we do not receive payment in full within two weeks from the date of this letter your name, address and details of the debt will be passed to DebtorChecker.co.uk. DebtorChecker is a Licensed Credit Reference Agency. Licence Number: 616072.   This will affect your credit rating. Businesses you deal with in the future will have access to this information even if they are not giving you credit. It may also affect the credit rating of anyone who lives with you.

Once your details have been passed to DebtorChecker they will remain on file and available to other businesses until the debt is paid in full. For details or a report from DebtorChecker visit http://www.debtorchecker.co.uk 

You can still avoid this action by paying this debt in full before your details are passed to the Credit Reference Agency.

{Enter your accepted payment methods here}

Yours Sincerely

{Enter your name and sign} 

