Your Company Letterhead]

Date]

Debtor's Name]

Debtor's Address]

[City, State, Zip Code]

Subject: Debt Recovery Notification
Dear [Debtor's Name],

[
(
[
(

We hope this message finds you well.

account with [Your Company Name]
the total outstanding balance is
Details of the account:

- Account Number: [Account Number]
- Original Amount:

- Balance Due: [Amount Due]

We understand that oversights happen,

matter promptly.
any further action.
Payment can be made via
online payment portal].
disregard this letter.

Should you have any questions or wish to discuss your account,
[Your Phone Number]

to contact us at

is currently overdue. As of
[Amount Due],

[Original Amount]

Please remit payment by

[Payment Methods,
If you have already sent your payment,

Our records indicate that your
[Due Date],
which remains unpaid.

and we would like to resolve this
[Final Payment Date] to avoid
check, credit card,

please

e.g.,

feel free
or [Your Email Address].

Thank you for your immediate attention to this matter.

Sincerely,

[Your Name]

Your Title]

Your Company Name]
Your Phone Number]
Your Email Address]

[
(
[
(



