
Friendly and simple collection notice

Subject: Payment Reminder for Account [Account Number]

Dear [Customer Name],

This is a reminder that a small balance of [Amount] remains outstanding on your account [Account

Number]. 

We kindly request that you clear this amount at your earliest convenience. Please contact our

customer service if you have already made the payment or require assistance.

Thank you for your cooperation.  

[Bank Officer Name]  

[Bank Name]

Get more templates here: https://www.lettersandtemplates.com/letters/bank-collection-letter


