
Debt Collection Notice 

Date: [Insert Date] 

From: 

[Your Company Name] [Your Company Address] [City, State, Zip Code] [Email Address] 

[Phone Number] 

To: 

[Debtor's Name] [Debtor's Address] [City, State, Zip Code] 

Dear [Debtor's Name], 

This letter serves as a formal notice regarding your outstanding debt of [Insert Amount] which 

was due on [Insert Due Date]. Despite previous reminders, this amount remains unpaid. 

We kindly request that you remit payment by [Insert Payment Deadline] to avoid further 

collection actions. Payment can be made via [insert payment methods]. 

If you believe this notice is in error or wish to discuss the matter, please contact us at [Phone 

Number] or [Email Address] immediately. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] [Your Title] [Your Company Name] 


