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	Debt Recovery Instructions Form


Part 1 – Client Details

	Your Name
	Company Name
	Job Title

	
	
	

	Address:
	e-mail   

tel         

fax        
	

	
	
	

	
	
	

	
	
	


Part 2 – Debtor Details

	Debtors Full Name
	Contact Name

	
	

	Company Registration Number  
	

	Address
	e-mail 

tel       

fax     
	

	
	
	

	
	
	

	
	
	


Part 3 – Details of debt   (Attach a separate list if more than six invoices are being assigned)
	Invoice No
	Invoice Date
	Due Date
	Amount Due
	Brief description of goods/services supplied

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Part 4 – Additional Information  (Please provide additional information below that may help the collection process.)
	

	

	

	


Authorised Signature:................................................................ 
Date:....................................

*PLEASE ENSURE THAT YOU HAVE ATTACHED PROOF OF THE DEBT WITH THIS INSTRUCTION SUCH AS A STATEMENT OR PURCHASE ORDER










