[Your Full Name]
[Your Address]
[Your Telephone Number]
[Your Email Address]
[Date]
[Defendant’s Full Name / Company Name]
[Defendant’s Address]
RE: LETTER BEFORE CLAIM / LETTER BEFORE ACTION
Reference / Invoice Number: [Insert Reference Number, if applicable]
Dear [Defendant’s Name],
1. Background
I am writing regarding the outstanding sum arising from [briefly describe the transaction, agreement, or circumstances—for example, goods purchased but not delivered, services provided but not paid for, or repair work completed].
On [date], [set out briefly and clearly what happened]. Despite previous requests for payment and/or attempts to resolve this matter, the sum of £[amount owed] remains outstanding.
2. Amount Claimed
I require payment of the total sum of £[Total Amount Claimed], calculated as follows:
· Original amount outstanding: £[X.XX]
· Interest and/or other applicable damages: £[X.XX]
· Total amount claimed: £[X.XX]
Copies of the relevant supporting documents are enclosed, including:
· [Invoice(s)]
· [Receipts / proof of payment]
· [Contract or agreement]
· [Photographs]
· [Correspondence]
· [Any other relevant evidence]
3. Required Payment and Deadline
I require payment of the full amount of £[Total Amount Claimed] within [14/30] days of the date of this letter.
Accordingly, payment must be received no later than [exact deadline date].
Alternatively, if you dispute the amount claimed or believe that there is a genuine reason why payment is not due, you should provide a full written explanation and any supporting evidence by the same deadline.
If I do not receive payment or a satisfactory substantive response by [exact deadline date], I intend to commence proceedings in the County Court without further notice to you.
4. Court Proceedings
If court proceedings become necessary, I will seek the amount outstanding together with any interest and court fees that the court considers recoverable.
I reserve the right to rely upon this letter and all relevant correspondence in any subsequent proceedings, including in relation to the parties' conduct before proceedings were issued.
I remain willing to consider reasonable alternative dispute resolution, including mediation, should you wish to resolve this matter without court proceedings.
5. Payment
Payment should be made by [bank transfer / other payment method] using the following details:
Account Name: [Insert]
Sort Code: [Insert]
Account Number: [Insert]
Payment Reference: [Insert]
Please confirm in writing once payment has been made.
I hope that court proceedings will not be necessary and that this matter can be resolved promptly.
Yours sincerely,
[Your Full Name]
[Signature, if sending a printed copy]

