
Debt Collection Notice 

Date: [Insert Date] 

From: [Your Name/Company Name] 

Address: [Your Address] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Client's Name] 

Address: [Client's Address] 

Dear [Client's Name], 

I hope this message finds you well. I am writing to formally notify you of the outstanding 

balance on your account with [Your Company Name]. As of the date of this notice, the total 

amount due is [Amount Owed]. This payment was originally due on [Due Date]. 

Details of the services rendered are as follows: 

• Invoice Number: [Invoice Number] 

• Service Description: [Service Description] 

• Date of Service: [Service Date] 

• Amount Due: [Amount Owed] 

Please make the payment by [New Due Date] to avoid any late fees or further action. Payment 

can be made via [Payment Methods]. If you have already sent your payment, please disregard 

this notice. 

If you have any questions or would like to discuss your account, please feel free to contact me at 

[Your Phone Number] or [Your Email]. I appreciate your prompt attention to this matter. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Company Name] 


