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To,
______________
Date (Date on which letter is written)
From,
_______________
Sub:_______________________________________________
Dear Mr. ________________(Name of the person),
With reference to your loan for amount ___________ (Amount) taken from our Bank is due for its first installment. The last date to make the payment is _____________ (Date). As per to the signed contract by both the parties, if the payment is not made in time, we are supposed to take a legal action against you.
We would appreciate if you could advise us on the mode of payment. We hope to have a long-term association with you.


Debt Collection Letter (Example)
Notice of Outstanding Balance – Immediate Payment Requested

Date: March 5, 2026
From:
Brightline Office Supplies Ltd.
125 Meridian Park Drive
Suite 402
Springfield, IL 62704
Phone: (217) 555-0189
Email: accounts@brightlineoffice.com
To:
Mr. Daniel R. Whitaker
789 Elmwood Avenue
Apt. 3B
Dayton, OH 45402
Dear Mr. Whitaker,
This letter serves as a formal notice regarding an outstanding balance on your account with Brightline Office Supplies Ltd. According to our records, the total amount due is $1,275.50, relating to Invoice No. BL-45872, originally issued on January 10, 2026, with a payment due date of February 9, 2026.
Despite our previous reminders, we have not yet received payment or communication regarding this balance. We kindly request that the full amount be paid no later than March 20, 2026, to avoid further collection actions.
Outstanding Balance Summary:
· Invoice Number: BL-45872
· Original Due Date: February 9, 2026
· Amount Due: $1,275.50
Payment may be made by check payable to Brightline Office Supplies Ltd., or via bank transfer using the payment instructions provided on your invoice. If you believe this notice has been sent in error or if you are experiencing financial difficulties, please contact our Accounts Receivable Department immediately to discuss possible arrangements.
Please be advised that failure to resolve this matter by the stated deadline may result in additional collection efforts, which could include referral to a collection agency or legal action, as permitted by law. Any additional costs incurred may be added to the amount owed.
We appreciate your prompt attention to this matter and look forward to resolving it amicably.
Sincerely,
Maria L. Gonzales
Accounts Receivable Manager
Brightline Office Supplies Ltd.
accounts@brightlineoffice.com
(217) 555-0189


FINAL NOTICE OF OVERDUE PAYMENT
Date: February 16, 2026
From: Zenith Logistics Solutions Attn: Accounts Receivable 452 Industrial Way Chicago, IL 60601 (555) 012-3456
To: Mr. Marcus V. Sterling 892 Oakwood Dr., Apt 4B Naperville, IL 60540
RE: FINAL DEMAND FOR PAYMENT – ACCOUNT #ZLS-8809
Dear Mr. Sterling,
This letter serves as a formal and final demand for payment regarding your outstanding balance with Zenith Logistics Solutions. Despite our previous reminders sent on January 2, 2026, and January 20, 2026, we have yet to receive the payment for services rendered.
Account Summary: | Invoice Number | Service Date | Description | Amount Owed | | :--- | :--- | :--- | :--- | | ZLS-8809 | Nov 12, 2025 | Regional Freight Shipping | $1,245.50 | | Total Balance | | | $1,245.50 |
Formal Demand As of today, your account is 63 days past due. We require full payment of $1,245.50 to be received in our office no later than February 23, 2026.
Potential Consequences of Non-Payment We value our clients and would prefer to resolve this matter amicably. However, if payment is not received by the deadline stated above, we will be forced to take further action, which may include:
1. Referring your account to a third-party collection agency.
2. Reporting the delinquency to major credit bureaus.
3. Initiating legal proceedings to recover the debt, including interest and associated legal fees.
How to Remit Payment You may pay your balance via the following methods:
· Online: Visit www.zenithlogistics.com/pay and use Account #ZLS-8809.
· Phone: Call our billing department at (555) 012-3456.
· Mail: Send a check or money order to the "From" address listed above.
If there is a legitimate reason why you cannot pay the full amount today, please contact us immediately to discuss a potential payment plan. We are willing to work with you to find a solution, but we must hear from you by the deadline.
If you have already sent your payment, please disregard this notice.
Sincerely,
(Signature)
Elena Rodriguez Director of Finance Zenith Logistics Solutions | HugueTemplate.Net
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