[bookmark: _akvaicgan78x]Follow up emails - asking for full payment
 Two templates - one for single occupancy, and the other for double occupancy.  

Single occupancy
Dear XX

We are very much looking forward to welcoming you to the house party next week!

Following on from my recent email (Thursday 18 June) including a note with Welcome Instructions, here are the final payment instructions for you.

The cost of single occupancy is £ xxx.  You have paid a deposit of £100, so please may we ask you to pay the balance of £xxx by making a transfer to the following account by close on [date]:
Account name (suggest you type exactly as follows): The Stewards Trust Adult Events [add correct letter for your account] 
Sort code: 30-98-97
Account number: 6571xxxx [add last 4 digits of your HP account number] 
and put your name as the reference.

Please don't hesitate to get in touch if you have any questions by email, or phone: 07xxx xxxxxx

Very much looking forward to seeing you on [date].  Just a reminder that our programme starts at [time] and you are welcome to arrive from 2pm onwards.  Refreshments will be available from [time].

Grace and peace to you,
xxxxx

Double Occupancy
Dear XX

We are very much looking forward to seeing you next week!

Following on from my recent email [date] including a note with Welcome Instructions, here are the final payment instructions for you.

The cost of double occupancy is £xxx per person.  You have paid a deposit of £200 as a couple, so please may we ask you to pay the balance of £xxx by making a transfer to the following account by close on [date]:

Account name (suggest you type exactly as follows): The Stewards Trust Adult Events (with letter for your event) 
Sort code: 30-98-97
Account number: 6571xxxx (add the correct last 4 digits for your event account) 
and put your name as the reference.

Please don't hesitate to get in touch if you have any questions by email, or phone: 07xxx xxxxx.

Very much looking forward to seeing you on Thursday …… [date] .  Just a reminder that our programme starts at [time]  and you are welcome to arrive from [time] onwards.  Refreshments will be available from 3pm.

Grace and peace to you,
xxx



