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[Date]
Letter for outstanding payment settlement
10th November 20XX
General Manager
Tulip Riverside Hotel, Yorkshire, UK
Respected Mr. Sam Smith,
It is stated with due regards and respect, that I am a general manager of Honda Automobiles, UK since 2006. This letter has been written to you in order to settle the outstanding payment that had been due from your side for past 4 months.
Since the hotel’s owner, Mr. Gordon Rose signed the official services contract with Honda Automobiles service station, it has been a matter of pleasure and ride for us to serve one of the most popular and luxurious riverside hotels in the UK. Our services were always provided on time for the hotel’s VIP escort system and protocol management.
Having said all this, it has also been taken into account that despite being one of the most prestigious hotels in the UK, the past 4 months’ bill has not been cleared yet for the staff cars and escorting mobiles for the welcome of your VIP guests from round the kingdom and world. 
There were sent 6 Black Honda City cars with various issues with their engines to our service station for repair and overall service on 10th July this year. 
The cars were fixed within a short time span of 2 days as the workers prioritized this work for the sake of heavy contract and to avoid the hotel management being disappointed. Even then, the payment of the services were not cleared till now.
Hence, I kindly request you to get the bill cleared by the end of this month, otherwise the owner of the Honda Automobiles has ordered to terminate the contract for future dealings with Tulip Riverside Hotel. 
However, I sincerely hope that such situation is not reached any way. Looking forward to the payment clearance procedures and future years of professional dealings.
Yours sincerely,
Dan Green,
General Manager,
Honda Automobiles Service Station, UK
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