Monday, August 01, 2016
 
 
[President of Debtor Company Name]
[Customer Company Name]
Address
City, State Zip
 
***Final Notice***
 
Attention: [Name]
         President
 
Dear [President's Name]:
 
You may be unaware of a serious problem involving a delinquent balance in the amount of $X,XXX.XX.  We have been trying without success for the last two months to get your accounting department and/or your Controller to clear this balance.
 
At this point, we are prepared to turn your account over to an attorney to file suit unless payment is received by [Date].  As President of [Debtor Company], we thought you would want to know, and that you might want to intervene to prevent this from happening.  
 
Please ask your accounts payable department to issue payment immediately to clear the past-due balance.  If you have any questions, please feel free to call me at [Your Number].
 
Respectfully,
 
 
 
[Your Name]
[Your Company Name]
 
cc: [Name], President, [Debtor Company]
[Name of Salesperson]
Credit File
Follow-up File
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