
Debt Recovery Resource Guidelines 

Date: [Insert Date] 

To: [Debtor's Name] 

Address: [Debtor's Address] 

Dear [Debtor's Name], 

Subject: Debt Recovery Notice 

We are writing to you regarding the outstanding debt of [amount owed] which is due on [due 

date]. Despite previous reminders, we have not received the payment. 

In accordance with our company policies and the legal guidelines for debt recovery, we kindly 

request that you make the payment within [number of days] days from the date of this letter. 

Failure to comply may result in further actions including but not limited to legal proceedings and 

involvement of debt recovery agencies. 

Should you have any questions or if you wish to discuss a payment plan, please do not hesitate to 

contact us at [your contact number] or [your email address]. 

Thank you for your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 


