
Preliminary email requesting payment

Subject: Provisional Notice: Past Due Account [Account Number]

    Dear [Customer Name],

    This is a provisional notice regarding your account [Account Number] with an unpaid balance of

[Amount]. We request that you review your records and arrange for payment promptly. Confirmation

of payment is appreciated.

    Regards,

    [Your Name]

    [Title/Department]

Get more templates here: 

https://www.lettersandtemplates.com/letters/collection-letter-for-past-due-account


