[DATE]

[DEBTOR]

[STREET ADDRESS]

[CITY][STATE][ZIP]

Re: Collection of [CLIENT’S BUSINESS]’s Fees for [ITEMS]

Dear [DEBTOR]:

This firm represents [CLIENT] and [CLIENT’S BUSINESS]. As you know, you purchased [X] [ITEMS] from my clients.

[CLIENT] and [CLIENT’S BUSINESS] provided these [ITEMS] and submitted invoice #[XXXX] dated [DATE]. That bill noted the total amount due to [CLIENT’S BUSINESS] was $[AMOUNT]. Your failure to timely pay is a breach of contract.

We are prepared to proceed with legal action. However, my clients would prefer to give you one last opportunity to make payment and avoid legal action. Accordingly, please remit full payment within ten (10) days of this letter.

If you have any questions, please feel free to contact our office.

Sincerely,

[ATTORNEY]

Attorney at Law

[PHONE]

[EMAIL]
