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To,
______________
Date (Date on which letter is written)
From,
_______________
Sub:_______________________________________________
Dear Mr. ________________(Name of the person),
With reference to your loan for amount ___________ (Amount) taken from our Bank is due for its first installment. The last date to make the payment is _____________ (Date). As per to the signed contract by both the parties, if the payment is not made in time, we are supposed to take a legal action against you.
We would appreciate if you could advise us on the mode of payment. We hope to have a long-term association with you.


Debt Collection Letter (Sample)

[Your Company Name]
[Your Company Address]
[City, State, ZIP Code]
[Email Address] | [Phone Number]
[Date]
[Debtor’s Name]
[Debtor’s Address]
[City, State, ZIP Code]
Dear [Debtor’s Name],
This letter serves as a formal notice regarding an outstanding balance owed to [Your Company Name]. According to our records, your account reflects an unpaid balance of $2,450.00, which was due on May 15, 2025.
Account Details:
· Account Number: 784392
· Original Invoice Date: April 10, 2025
· Amount Due: $2,450.00
· Current Status: Past Due
Despite previous reminders, payment has not yet been received. We understand that oversights can occur and encourage you to address this matter promptly. Please remit full payment no later than June 30, 2025 to avoid further collection action.
If payment is not received by the stated deadline, we may pursue additional remedies, which could include referral to a collection agency or initiation of legal proceedings, as permitted by law. We would prefer to resolve this matter amicably and without further action.
If you have already submitted payment, please disregard this notice. Should you have questions, wish to discuss payment arrangements, or believe this notice has been sent in error, contact us immediately at [phone number] or [email address].
Thank you for your prompt attention to this matter.
Sincerely,
[Your Full Name]
[Your Job Title]
[Your Company Name]
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