
Debt Collection Notice 

Date: [Insert Date] 

[Debtor's Name] 

[Debtor's Address] 

[City, State, Zip Code] 

Dear [Debtor's Name], 

We are reaching out regarding your outstanding balance of [Amount] that was due on [Due 

Date]. This debt is recorded under account number [Account Number]. 

Please be advised that failure to resolve this matter may lead to further collection actions. We 

encourage you to contact us as soon as possible to discuss your options. 

You can reach us at: 

• Email: [Your Email Address] 

• Phone: [Your Phone Number] 

• Address: [Your Company Address] 

We appreciate your prompt attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Company Contact Information] 


