4.1.9
Overdue account reminder letter 1

Date 
MACROBUTTON NoMacro ( [insert date]
To
MACROBUTTON NoMacro ( [insert customer name]

MACROBUTTON NoMacro ( [insert company name (if applicable)]

MACROBUTTON NoMacro ( [insert address]
Dear MACROBUTTON NoMacro ( [insert the name of the person who is responsible for the payment of the account]
According to our records an amount of MACROBUTTON NoMacro ( [insert rand amount] is currently outstanding. As you know our terms are strictly MACROBUTTON NoMacro ( [insert payment terms such as 30 days] net and MACROBUTTON NoMacro ( [insert rand amount] of the outstanding balance is overdue for payment. Since you have established an excellent credit rating with us in the past, we can only assume that there is a problem with the account but were unable to resolve this on the telephone.

Kindly contact us immediately so that we can resolve the matter. An up-to-date copy of your account statement with us is enclosed and our bank details for direct transfer are as follows:

MACROBUTTON NoMacro ( [insert bank name]
MACROBUTTON NoMacro ( [insert account number]
MACROBUTTON NoMacro ( [insert branch code]
We look forward to resolving this issue within 14 days.

Yours faithfully

Credit Manager/Branch Manager

(This is a modified version of an Overdue account reminder letter taken from Eric Parker’s Road Map to Business Success.)










