Monday, August 01, 2016
 
 
[Credit Manager's Name]
[Customer Name]
Address
City, State Zip
 
RE: Final Notice
 
Dear [Credit Manager's Name]:

We have called, mailed, faxed and emailed your accounting department a number of times about an unpaid balance in the amount of $xxxx.xx.  To date, these efforts have not been rewarded with even a telephone call to discuss the past due balance.  
 
With these facts in mind, I have no alternative but to inform you that if payment is not received by [Date] your account will be placed for collection with [Name of Collection Agency].
 
I urge you to take the necessary steps to prevent this; the only party that wins if this happens is the collection agency!  Please call me at [Your Number] if you have any questions or want to discuss this impending matter.
 
Respectfully,
 
 
 
[Your Name]
[Your Company Name]
 
cc: [Name], President, [Debtor Company]
[Name of Salesperson]
Credit File
Follow-up File
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