Letters for Collecting Accounts Receivables
Date
Tom’s Parts
123 Anywhere Street
Hidein, USA, 80000
RE: Past Due Account #
Dear: (Put name in if you have a contact; otherwise, address the letter to the accounts payable department)
Your invoice(s) numbers (list them) dated (date of invoice(s), are past due. As a new customer, we would like to reiterate that we operate on a net 30 (or whatever your terms are) policy. This means that invoices are due within 30 days of receipt.
· Please use the enclosed envelope to remit your payment as soon as possible.
If you have any questions, please feel free to contact Debbie in our accounting department.
Sincerely,
Controller or Business Owner
Often, the initial letter may not reap the payment you want and need, so you may have to be a little more aggressive.
· State Your Case
 This example of an accounts receivable collection letter is a little more aggressive.
Date
Tom’s Parts
123 Anywhere Street
Hidein, USA, 80000
RE: Past Due Account #
Dear: (Put name in if you have a contact; otherwise, address the letter to the accounts payable department)

Your invoice(s) numbers (list them) dated (date of invoice(s), are past due. As a valued customer, we would like to reiterate that payment is due on all invoices within 30 days (or whatever your terms are).
Invoices not paid by (list specific date), will incur a 3% interest penalty, plus a $10 late fee (use your specific fees and penalties).
We ask that you remit prompt payment as quickly as possible to ensure your account remains in good standing.
If you have any questions, please feel free to contact Debbie in our accounting department.
Sincerely,
Controller or Business Owner
