Sample Collection Settlement Letter
From

Mr. Allen Carter

Sure Collection Agency

45 North Street

Doodle Square

Carolina 5787

To

Mr. Nick Doe

D 61 Yankee Avenues

Filling Road

Carolina 5787

Date: 17th of February 2014

Subject: Settlement of Outstanding Credit Card Payment

Dear Mr. Doe,

This letter is to notify you about our confirmation to settle your outstanding payment that is $0000 for the credit card account number XX000. If we receive a full payment of amount $0000 from you in cash by 21 February 2014, we would settle the amount and provide you the receipt of the settlement.

You are requested to make the full payment within the given time frame to avoid any legal proceedings. You can send this payment to our office or allow us to send our executive to make collection.
