Katie Woodman

35 Burghley Avenue

KINGSTON                                                                             18TH November 2003

KT3 4SW

Reference: Outstanding balance of £670.00.

Dear Katie,

Just a polite reminder that you still have not settled the remainder of the payment for the carpeting work carried out two weeks ago.

This payment should have been made to our fitter or at our shop, the day after, as per our terms and conditions.

I would be grateful if you could look into this matter and let us have payment without further delay.

I also need to ask for the return of the laminate board sample you borrowed.

I look forward to hearing from you soon.

Yours sincerely,

Mike Farmer

for and on behalf of Mr Carpet Ltd.

