This tool provides an example of credit recovery communication to help you manage the relationship with your clients. You may adapt it to your business needs. Delete this note before printing the letter.
Collection Letters
Your Business Name
Your Business Address
Your business contacts
Customer’s Name
Customer’s Address
Customer’s Contacts
Re: Account number – account balance 
Dear [Debtor]
This is a reminder that the balance of [amount] on your account remains unpaid. It was due to be paid in full on [date]. Please settle your account as soon as possible. 
If your payment has already been submitted, we apologize for the inconvenience and thank you for your payment.
Sincerely,
[Signature]
Your Business Name
Your Business Address
Your business contacts
Customer’s Name
Customer’s Address
Customer’s Contacts
Re: Account number – account balance 
Dear [Debtor]
We understand how busy you are and realize that you may have forgotten to send us your payment. We have not yet received your payment of [amount] due on [date]. Please pay this account promptly.  
If you have already sent your payment, please disregard this letter. Please do not hesitate to contact us should you need any further information on your account. 
Sincerely,
[Signature]
Your Business Name
Your Business Address
Your business contacts
Customer’s Name
Customer’s Address
Customer’s Contacts
Re: Account number – account balance 
Dear [Debtor]
We have not yet received your overdue payment of [amount]. We have sent you several payment requests and have received no response. We value you as a customer, and urge you to safeguard your good credit by sending us your payment no later than [date]. If payment is not received by this date, we will have no alternative but to turn over your account to a [lawyer/collection agency/other].
If you have already sent your payment, please disregard this letter. 
Thank you for your prompt attention to this matter.
Regards,
[Signature]
