REMINDER 1 – To be sent out by physio on own letterheading 14 days after due date.


Customer Name and Address

Date

Dear …………………………

OVERDUE ACCOUNT – £………

We notice from our records that there is an amount of £….. outstanding for physiotherapy treatment. 

The account is made up of:

Date: ……	Invoice No: …..	£………
Date:…….	Invoice No: …..   	£……..
Etc.
Total:	£…..

We are sure that this is an oversight on your part, however as this account was due for payment on (DATE)….. and is now overdue, we look forward to receiving payment within 14 days.  We would also like to remind you that, as per our payment terms, interest at 8% per annum has been added to the above invoices.

If you have already sent a cheque, please ignore this letter.


Thank you.

Yours sincerely




PHYSIO


REMINDER 2 - To be sent out by physio on own letterheading if no response received from the customer within 14 days after sending reminder 1


Customer Name and Address


Date



Dear


OVERDUE ACCOUNT - £…..

Despite having sent you a previous reminder, the above account relating to your physiotherapy treatment is still unpaid.

We are not aware of any reason for non-payment and must therefore advise you that if payment is not received within 14 days, we will have no option but to take further action to recover this debt.

Thank you for your co-operation and we look forward to receiving payment by return.

Yours sincerely




PHYSIO


Reminder 3 - To be sent out by physio on own letterheading by recorded delivery If no response received from the customer within 14 days after sending reminder 2


Customer Name and Address


Date



Dear


OVERDUE ACCOUNT - £…..

Despite having sent you two previous reminders, the above account relating to your physiotherapy treatment is still unpaid.

We must advise you that unless payment is received within 14 days we will, without further communication with you, issue a County Court claim against you to recover this debt. If the case goes to Court, you will be liable for all costs. As per our payment terms, interest at 8% per annum is being added to all invoices from the date they became due.

In order to avoid the above action, we look forward to receiving your payment by return.


Yours sincerely




PHYSIO
