Collection Notice

Date: [Insert Date]
To: [Debtor's Name]
[Debtor's Address]
[City, State, Zip Code]
Dear [Debtor's Name],

This notice is to inform you that your account with [Your Company Name] remains outstanding.
The total amount due is [Insert Amount] and is now [Insert Number of Days] days overdue.

We kindly request that you make a payment at your earliest convenience to avoid further action.
Please find the payment details below:

Payment Method: [Insert Payment Method]

Account Number: [Insert Account Number]

If you have already sent payment, please disregard this notice. If you have any questions or
would like to discuss this matter, please contact us at [Insert Phone Number] or [Insert Email
Address].

Thank you for your prompt attention to this matter.

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]

[Your Company Address]

[City, State, Zip Code]



