
Bill Collection Letter

Subject: Final Notice - Outstanding Bill Collection

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to you on behalf of [Your Company Name] regarding an

unpaid bill that is now significantly overdue. Despite our previous attempts to contact you and

resolve this matter amicably, we have not received any response or payment from you.

According to our records, the outstanding balance of [Amount Due] for invoice number [Invoice

Number] was due on [Due Date]. The invoice was sent to you on [Invoice Date], providing a detailed

breakdown of the services provided and the corresponding charges. Unfortunately, despite our

diligent efforts to follow up on numerous occasions, it appears that this matter has been overlooked

or possibly delayed due to unforeseen circumstances.

We understand that financial difficulties can arise, and we are committed to helping our customers

find a solution. If you are currently experiencing any challenges in meeting your financial obligations,

we strongly encourage you to reach out to us at [Your Contact Information] as soon as possible. We

are willing to discuss alternative payment arrangements or work out a mutually beneficial solution to

settle the outstanding amount.

However, if we do not receive any response or payment within [X] days from the date of this letter,

we will be left with no choice but to escalate this matter further. Please be advised that we may have

to engage a third-party collection agency or take legal action to recover the debt. These actions can

result in additional costs, and they may also have a negative impact on your credit rating.

We value our business relationship with you and sincerely hope to avoid any adversarial actions.

We strongly urge you to take immediate action to settle this debt and prevent any further

complications.

To facilitate the payment process, please find enclosed a copy of the invoice for your reference. You

can make the payment via [preferred payment method], and if you require any assistance or have

any questions, please do not hesitate to contact our accounts receivable department.



Thank you for your prompt attention to this matter. We trust that you will give it the immediate

consideration it deserves. We genuinely hope that we can resolve this issue without resorting to

more severe measures.

We look forward to hearing from you and working together to bring this matter to a satisfactory

resolution.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]


