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[Date]

[Recipient’s Name]

[Recipient’s Company]

[Recipient’s Address]

Dear [Name]:

We have not received payment on the outstanding balance on your account. 
A Past Due Notice is enclosed.

If you simply overlooked your payment, please arrange to send it in today.

To avoid having your account closed, please send your payment today. Failure to respond could result in damage to your credit rating and/or additional collection actions.

We urge you to send payment today. If you wish to discuss your situation please contact us today at [phone].

Sincerely,

[Name]
	


