CLAIM LETTER

 MACROBUTTON /nomacro [<enter your name>] 
 MACROBUTTON /nomacro [<enter your address>] 
 MACROBUTTON /nomacro [<enter date>] 
 MACROBUTTON /nomacro [<enter their name>] 
 MACROBUTTON /nomacro [<enter their address>] 
Dear  MACROBUTTON /nomacro [<enter their name>] ,
(Summarise briefly what it is they owe you and why).
(Provide a breakdown and financial total of your claim).
Please note that if payment of the sum above is not received within seven days of receipt of this letter, I will file legal proceedings against you which will require you to appear in the Petty Debts Court. 
This may result in you incurring costs in addition to the sum of money which I am presently claiming.

Signed: ………………………………………..

Name: ……………………………….………..

