Sample Collection Letter for Agreement Default

All Around Best Fence Company
[Street « City « State « Zip Code]
[Phone # « Fax # « Email « Web Site URL]

June 20, 2007

[Recipient Name ]
[Street Address |
[City, ST ZIP Code ]

Re: Account 2289

Dear [Recipient Name 1:

On 06/01/2007, we spoke by phone concerning the $432.00 past due payment
on your account. At the time, you indicated you were temporarily out of work but
would make a partial payment of $216.00 by 06/15/2007. As of today, we have
not received your agreed upon partial payment.

It is extremely important that you make this payment promptly or call us to make
alternative payment arrangements. You can contact us Monday through Friday, 8
a.m. to 5 p.m., at 814-493-8475 or by email at AABFence@aol.com. We thank
you for your attention to this matter.

Sincerely,

[Your Name]
[Title]

You'll find more sample letters and small business marketing
advice at http://www.marketing-small-business.net




