
Sample Collection Letter Returned Check 

 
All Around Best Fence Company  

[Street • City • State • Zip Code] 
[Phone # • Fax # • Email • Web Site URL] 

 

June 1, 2007 
 
 
[Recipient Name ] 
[Street Address ] 
[City, ST  ZIP Code ] 
 
Dear [Recipient Name ]: 
 
Your bank returned the following check to us due to insufficient funds.  
 
Check number: 
 
Dated: 
 
Payable to: 
 
Amount: 
 
We realize such oversights do occur, and we’re sure you’re as eager as we are 
to resolve the situation. Please call us at 814-493-8475 to make arrangements 
for payment on this check. 
 
We appreciate your prompt 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 . 
 


