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Appendices  
Appendix A : Debt Collection Record 

 
   



 
Appendix B: First Reminder  
(To be produced on Trust Letter Headed Paper) 
 
(Insert Date) (Insert Academy) 
 
 
Dear (Name of Debtor) 
 
 
Re – Outstanding Debt 
 
(Insert Debt Description)  (Insert Date Debt Incurred)  (Insert Debt Value) 
 
I am writing in regards to the amounts owed to the academy which is now overdue. I 
understand that you have been contacted by (insert the academy name) regarding this matter 
as outlined below: 
 
(Outline comms ytd by the academy) 
 
I would be grateful if you could please arrange for settlement within 5 working days. Payment 
will ensure that you/your son/daughter will continue to be in full receipt of (Enter activities here) 
and will avoid any further action being taken. 
 
If you are experiencing difficulty in paying this debt the please contact the Trusts Central 
Finance Team on 0115 8515454 to discuss the matter in confidence and we will see if we are 
able to offer any support. 
 
If the payment has already been made, please accept my thanks and ignore this letter. 
 
 
Yours sincerely 
 
 
Finance Officer 
 
 
  



 
 
Appendix C: Second Reminder  
(To be produced on Trust Letter Headed Paper) 
 
(Insert Date) (Insert Academy) 
 
 
Dear (Name of Debtor) 
 
 
Re – Outstanding Debt Second Reminder 
 
(Insert Debt Description)  (Insert Date Debt Incurred)  (Insert Debt Value) 
 
Further to our letter dated (Insert Date) payment has not been received for the debt detailed 
above owed to the academy.  
 
I am sure you are aware, academies operate on very tight budgets and we are obliged to seek 
settlement of every debt owed in order for us to have sufficient funds to ensure high quality 
teaching and learning for all our children. 
 
In light of this, could you please arrange for settlement within 5 working days. In absence of 
payment being received, you/your son/daughter will no longer have access to (Enter activities 
here) until payment for such items is made in advance. 
 
If you are experiencing difficulty in paying this debt the please contact the Trusts Central 
Finance Team on 0115 8515454 to discuss the matter in confidence and we will see if we are 
able to offer any support. 
 
If the payment has already been made, please accept my thanks and ignore this letter. 
 
 
Yours sincerely 
 
 
 
Head of Finance 
 
  



 
Appendix D: Second Reminder  
(To be produced on Trust Letter Headed Paper) 
 
(Insert Date) (Insert Academy) 
 
 
Dear (Name of Debtor) 
 
 
Re – Outstanding Debt Final Reminder 
 
(Insert Debt Description) (Insert Date Debt Incurred)  (Insert Debt Value) 
 
I understand that you have been sent two reminder letters, dated as follows: 
First reminder (Insert Date) 
Second Reminder (Inset Date)  
 
The letters were sent to you regarding the outstanding debt of (Insert Amount) owed to (Insert 
Academy Name). 
 
As you are aware, (Insert Academy) operates on a very tight budget and is obliged to seek 
settlement of every debt owed in order to have sufficient funds to ensure high quality teaching 
and learning for all children at the academy. 
 
While it may seem like a small amount, this means that the outstanding debt is extremely 
important to the academy. We pursue all debts owed and if a response is not forthcoming I am 
afraid we will need to consider passing the matter to our solicitors. 
 
If you are experiencing difficulty in paying this debt the please contact (Insert Name of Senior 
Contact) on 0115 8515454 to discuss the matter in confidence and we will see if we are able to 
offer any support. 
 
 
Yours sincerely 

Head of Finance


