Friendly Collection Letter
Ontario Chamber of Commerce
421-B North Euclid Avenue
P.O. Box 3848
Ontario, CA  91761
Date
Company
Contact Name
Address
City - Zip
Dear Contact First Name:
Just a friendly reminder that you have 1 overdue invoice(s), with an overdue balance of $325.00. If you have any questions about the amount you owe, please give us a call and we’ll be happy to discuss it. If you’ve already sent your payment, please disregard this reminder. 
We appreciate your continuing business, and we look forward to hearing from you shortly.
Sincerely,
Debbie Nixon
Business Service Manager
Ontario Chamber of Commerce
Ref.  Ontario Chamber of Commerce
