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Date: 27 April 2006
Mr Bob Brown
2 Brown Place 
Brownsville. Vic. 3100
Dear Bob, 

Gardening Job $178-32

I refer to my two recent telephone conversations when you promised to make some payment towards the abovementioned debt. I now note with concern no payments at all have been forthcoming.

I am writing this letter to inform you that if the total amount owing ($178-32.) is not paid within 7 days I will be referring this matter to debt recovery agents with instructions to issue a Summons to recover the total amount. This will effect your credit rating.
As you have failed to follow through with your promised payments, payment must be in full. I believe, I have given you every opportunity to repay the amount owing in a reasonable amount of time. I would have preferred not to be put in this position.

There will be no opportunity to negotiate further instalment arrangements. 

Consider this letter as our final request for payment prior to legal proceedings.

Yours Faithfully

Gerry Geraldson 
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