Sample Collection Letter Returned Check 2 " Notice

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

June 14, 2007

[Recipient Name ]
[Street Address |

[City, ST ZIP Code ]
Dear [Recipient Name |:

On 6/1/07, we notified you about the following check returned to us due to
insufficient funds.

Check number:

Dated:

Payable to:

Amount:

We know occasional oversights occur, and we make every attempt to work with
customers. However, we have not heard from you, so we must insist you call us

immediately at 814-493-8475 to make arrangements for payment.

It is never our goal to seek outside collection assistance. That's why your prompt
response 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




