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It is with thanks to Gary Ainley from Expert Collections (our sponsorship partner for debt collection advice and support) for providing this template letter. Please remember that, for obvious reasons, Yorkshire Powerhouse and Expert Collections cannot provide you with a guarantee of success with this template but at least we’ve given you a starting point.

If you are still struggling with debt collection issues, why not contact Gary and his team at Expert Collections on 01274 866820 or click on https://expertcollections.co.uk/
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REMINDER LETTER

{ Date }

{ Customer Name & Address } Dear Sirs,

Account Number: { Account Number }

Amount Outstanding: { Amount Outstanding }

We are writing to contact you as there is an amount outstanding on your account as detailed above which is now overdue.

We would appreciate your immediate attention to this matter and look forward to receiving payment of your account as soon as possible.

If you have any queries on the account please could you contact us as a matter of urgency with full details of the query.

In the absence of payment or a response within 7 days, then we may pass the account to a third party to collect which would also incur additional cost.

If payment has already been made, then we apologise for contacting you and please disregard this letter.

Yours faithfully,

{ Name and Position of Person Writing }

