
Formal Credit Collection Letter

Subject: Outstanding Payment Reminder

Dear [Customer Name],

This is a formal notice regarding your outstanding balance of [Amount] for invoice [Invoice Number],

which was due on [Due Date]. Please arrange payment at your earliest convenience to avoid further

action.

If you have already sent payment, kindly disregard this notice. Otherwise, please contact us to

discuss payment options.

Sincerely,

[Your Name]

[Your Position]

[Company Name]

[Contact Information]

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


