4.1.10
Overdue account reminder letter 2

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]
We refer to our previous letter and are rather surprised to note that it has elicited no response. Your account currently stands at MACROBUTTON NoMacro ( [insert rand amount] and the full amount is now due for payment. As you have not disputed the outstanding balance, we can only assume that the reason for this delay is a cash flow problem on your side.

We have no desire to destroy your credit rating but this matter must now be resolved. If unable to settle this account immediately, please contact us so that acceptable alternative arrangements can be made.

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.)










