Debt Collection Notice

Date: [Insert Date]
To: [Insert Customer's Name]
Address: [Insert Customer's Address]
Dear [Customer's Name],
This letter serves as a formal notice regarding the outstanding balance on your account with
[Company Name]. As of [Insert Date], the total amount due is [Insert Amount]. Despite previous
communications, we have yet to receive your payment.
Please find the details of your account below:
e Account Number: [Insert Account Number]
e Due Amount: [Insert Amount]

e Due Date: [Insert Due Date]

We urge you to settle this amount within [Insert Number] days to avoid further action. You may
contact us at [Insert Contact Information] to discuss payment options.

Thank you for your immediate attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Company Name]
[Company Address]
[Company Phone Number]



