(INSERT DATE)
Dear (CONTACT NAME)

Re: Payment Outstanding

In relation to our (CONTRACT / AGREEMENT NAME) currently in place. I am writing on behalf of (NAME OF YOUR ORGANISATION) to inform you that payment is overdue. 

The Compact on relations between Government and the Third Sector in England states that payments will be made “within 10 working days of invoices being received.” This is not currently our experience in practice and we would request that you address this issue.

The national Compact also states that payments in advance of expenditure will be made “where there is a clear need and where this represents value for money. This may be particularly relevant to grants.”

We would request that you work to ensure that these standards are met and make payment to us of (£ ADD AMOUNT OUTSTANDING) immediately. This way you will be ensuring that you comply with commitments that have been made by Government and adopting best practice locally and supporting the ongoing success of our organisation.

If you would like to discuss this matter further please contact me directly contact details can be found (BELOW / ABOVE, INCLUDE DIRECT TELEPHONE NUMBER) 
Yours sincerely

(ADD NAME AND TITLE) 

