Sample Collection Letter Final Notice

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

August 14, 2007

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

Re: Account 2289

Dear [Recipient Name 1:

This is your final notice concerning your past due amount of $432 on account
#2289. We have attempted to obtain your payment on this account since
05/01/07.

If we don’t receive full payment by 07/19/07, we will have no alternative but to
turn your account over to (a/an collection agency or attorney).

If you wish to discuss your account, please contact us Monday through Friday, 8
a.m. to 5 p.m., at 814-493-8475 or by email at AABFence@aol.com. Your prompt
attention to prevent further action will be greatly appreciated.

Sincerely,
[Your Name]

[Title]

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




