[image: ]
[Company Logo Delete or Replace]

Post your job on Indeed or find more templates and samples in the Employer Resource Library.

______________________________________________________________________

[bookmark: _heading=h.gl5uhl3mx5b]Collection letter sample template
Use this sample template to help you craft your own collection letter:

[Current date]
Dear [Client name],
We’re sending you this letter as a friendly reminder that your account in the amount of [amount due to you] is past due. Your invoice was due on [month, day and year their payment was originally due as stated in their invoice]. This payment is now [number of days since the due date] past due. We’ve attached the invoice for your reference.
Please send your payment in to us no later than [exact month, day and year you’d like to receive their payment]. We’ve attached an envelope with paid postage for your convenience. You can also pay us by debit or credit card over the phone by giving us a call at [your business’ phone number].
If you’re not able to make a payment by the date requested, please give us a call and we’ll make payment arrangements as necessary.
Thank you for your business and cooperation.
Sincerely,
[Your name and title]
[Your business’ name]
____________________________________________________________________________


Indeed provides this information as a courtesy to users of this site. Please note that we are not your recruiting or legal advisor, we are not responsible for the content of your job descriptions, and none of the information provided herein guarantees performance. This is a legal disclosure and is not part of the following template. 
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