
Debt Collection Notice 

Date: [Insert Date] 

To: [Debtor's Name] 

Address: [Debtor's Address] 

Dear [Debtor's Name], 

This letter serves as a formal notice regarding your outstanding balance of [Insert Amount] that 

is currently due as of [Insert Due Date]. Despite previous attempts to resolve this matter, your 

account remains in arrears. 

Please be advised that failure to remit payment within [Insert Number of Days] days of this 

notice may result in further action, including but not limited to collection proceedings. 

We urge you to contact us at your earliest convenience to discuss payment options and avoid any 

further complications. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

Phone: [Your Phone Number] 

Email: [Your Email Address] 


