Client Name
Client Address
Client City/State/Zip 

CERTIFIED MAIL

RE:  Unpaid <insert type of work>

[bookmark: _GoBack]Dear  Client Name:

This is a formal expense report letter for amounts due on my <invoice date> invoice.  

As you know, the invoice is for <type of work> I performed for you between <working date>.  These services were performed pursuant to the contract we signed on <insert date>.

Due to your non-response and non-compliance, we are forced to add additional charges to the work due. Charges will accrue at a rate of 5% per day for every day we do not hear a response from you.

Additionally we are adding our legal fees since we are not employing the use of attorneys. Attorney fees of <$750> will now be added to your total.

This brings your current balance due to us to:

Past Due Balance: $ (Original amount)
Interest calculated Thus Far: $ (Calculated Amount)
Attorney Fees: $ 750 (Or Whatever Amount You Choose)
Total Amount Due: $ _____________________________

<Reference some praise they gave you, an email where they approve work or something>
Payment was due on <insert date>, and it is now over <number of months> late. I have already extended every possible courtesy to you, and given you substantial additional time to make payments.

You have breached our contract by failing to adhere to the payment schedule, and are now responsible for the above.

Please acknowledge receipt of this letter within 5 business days. And please make your payment for the amount due within 10 days. 

Failure to respond will lead to severe legal action, and the involvement of our attorneys.
 
x ____________________
<insert your name and mailing address>
