Letter of engagement sent to client:

 

date sent:

Authority and retainer signed by client:



date signed:

CLIENT INSTRUCTION SHEET FOR DEBT COLLECTION
Your Business Name: _____________________________________________________
Your Business Trading Address_________________________________________________________

Your Registered Address: _____________________________________________________________
Your e-mail address: _________________________________________________________________
Your Business Tel number: ____________________________________________________________
Your mobile phone number: ___________________________________________________________
Contact name: ______________________________________________________________________
Business Status: 
Sole Trader _____ Partnership _____LTD Company _____PLC _____State Agency
_______

Debtor’s Details:

Trading Name: _________________________________________________________________________________
Trading Address: _________________________________________________________________________________
Debtor’s Business Status:

Sole Trader _____ Partnership _____LTD Company _____PLC _____State Agency
_______
Amount of Debt: ____________________________________________________________________


Date debt fell due for repayment: _______________________________________________________
Nature of Debt: 
Goods supplied _____ Services rendered
_____
Are there Guarantees for this debt? Y / N
Guarantor(s) Details (if any):

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________
Any other relevant information:

__________________________________________________________________________________
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________
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