(your agency letterhead)

LETTER 13

A Tenant

Address

x

x

x

Date

Dear

IMPORTANT – OVERDUE RENT

Further to our telephone call of xxxxx it appears that your rent on the above property which was due on xxxxx, remains unpaid.

This is perhaps an oversight on your part, but if further delays occur, it can become a very serious matter. Please therefore forward payment immediately to rectify the situation.

If you have any problems in making payment as above, please telephone us to discuss the matter right away.

Yours sincerely,

