COLLECTION LETTER

Overdue-invoice letter — replace every [bracketed] field. Adapt tone to the stage.

TO: CUSTOMER NAME, TITLE & ADDRESS

RE: Overdue invoice [#] — [amount], due [date]

Dear [Name],

Our records show that invoice [#] for [amount], due on [date], is now [X] days past due.

We have not yet received payment. Please arrange payment within [5 business days], or contact

us if there is a problem with the invoice so we can resolve it quickly.

Payment can be made by [methods]. If payment has already been sent, please disregard this notice.

Sincerely,

NAME, TITLE, COMPANY & PHONE

Collection Letter — free template (sample format)

[ Date ]
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