
Polite bill collection letter template

Dear [Recipient], 

We hope this message finds you well. 

Our records indicate that your account shows an outstanding balance of [Amount] due since [Date]. 

We kindly request you to settle the amount at your earliest convenience to avoid any late fees. 

Please contact us if you have any questions or require assistance regarding this payment. 

Thank you for your attention to this matter.

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


