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<Insert address of contractor>

<Insert date>

Dear <Insert name of contractor>
Application No. <insert application no.> – <insert amount of application> 

The above application dated <insert date of application> for works carried out at <insert name of project> for the period <insert details of valuation period for amounts in dispute> is now overdue for payment. I would remind you that our terms are <30> days and would request that payment is made immediately. Our bank details for payment via BACS are as follows:

Bank: <insert name of your bank>
Account No: <insert your 8-digit account number>
Sort code: <insert your 6-digit sort code>
We reserve the right to claim interest under the contract at the agreed rate of <insert interest rate agreed in contract> / the Late Payment of Commercial Debts (Interest) Act (currently at 8% over the Bank of England base rate)* in the event that we are not paid according to our agreed credit terms.

If you have any queries regarding this application, please do not hesitate to contact us, otherwise we will look forward to receiving payment shortly.

Yours sincerely

<Insert signature> 

<Insert name>

* delete as appropriate
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