Sample-Debtors-Legal-Letter-Template

Dear XX (name of debtor),

Regarding the amount due XX (full debt amount), we act on behalf of XX (creditor’s name and company) in order to collect the outstanding account value of your debt.

We would like to remind you that the amount above was due for payment on XX (date) but as no payment has been received, your invoice is now considered as overdue. Please find attached the invoice and the contract between you and XX (creditor’s name and company)

In order to avoid further costs, please forward the payment to us and transfer the amount due not later than XX (time and date).

If you have any questions regarding the current situation, please do not hesitate to contact us by phone XX (phone number) or send us an email XX (email address).

We are sure the problem will be solved soon, as we have no doubt in your cooperation. 

Yours faithfully,

(name of contact person,

name of debt collection agency)

