<Tenant name>

<Tenant address> 

<Date> 

Dear <Tenant name> 

RE: 
NON RECEIPT OF RENT 


<Property address>

I note from our bank records that your rent has not been received for this month.  According to our records, your rent is in arrears by an amount totalling £ XXX.XX.  

It is possible that this may be an oversight on behalf of your bank and we would ask you to check this urgently and let us know what has happened with the payment.  Please inform us within 24 hours of receiving this letter otherwise we shall be obliged to proceed further with this matter.

Please note that your contract states that the rent is to be paid on the <Rent Payment Day> of each month, in advance, and we shall levy an administration charge of £xx.xx on each occasion that your rent is late.

Yours sincerely

<Your Name>
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