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<<INSERT NAME OF CREDITOR>>

<<INSERT ADDRESS OF CREDITOR>>						


		                              LETTER BEFORE ACTION


<<INSERT NAME OF DEBTOR>>

<<INSERT ADDRESS OF DEBTOR>>


<<INSERT DATE>> 


Dear <<INSERT DETAILS e.g. Sirs/Mr Smith>>,


RE: Outstanding Debt of £ <<INSERT AMOUNT>>


I/We have sent you several reminders requesting payment for the outstanding amount. My/Our records show that the following reminders have been sent to you: <<INSERT DATES AND DETAILS OF EACH REMINDER SENT>>. 
Since it has not been possible to resolve this matter amicably and it is apparent that court action may be necessary, I/we write in compliance with the Practice Direction on Pre-Action Conduct.

<<INSERT A SUMMERY OF THE FACTS>>

[bookmark: _GoBack]Despite the reminders we sent you the following amount remains outstanding: 
<<INSERT OUTSTANDING AMOUNT>>
<<INSERT INVOICE NUMBER IF APPLICABLE>>
<<INSERT DATE OF INVOICE /AMOUNT>>
<<INSERT DESCRIPTION OF GOOD OR SERVICES PROVIDED>>


Please note that unless payment is received in full within <<INSERT DETAILS e.g. 7 working days>> days from the date of this letter I/we reserve the right to commence legal proceedings without further notice at which time we will seek to recover our costs and interest on the outstanding amounts.

I can confirm that I would be agreeable to mediation and would consider any other system of Alternative Dispute Resolution in order to avoid the need for this matter to be resolved by the courts and would invite you to put forward any proposals in this regard. 

Finally I would like to draw your attention to section II (4) of the Practice Direction which gives the courts the power to impose sanctions on the parties if they fail to comply with the direction including failing to respond to this letter before action.



I look forward to hearing from you.

Yours faithfully/Yours sincerely


<<INSERT SIGNATURE>>

<<INSERT FULL NAME>>

<<INSERT POSITION IF APPLICABLE>>
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