Sample Letter of Debt Collection Final Notice Letter

Name of creditor
Department
Credit Company Name
Address
Postcode

Date

Debtor name
Address
Postcode

Dear (debtor’s name)

Customer Account No:
Outstanding Amount:

It has come to our attention that your account is now SERIOUSLY OVERDUE and this letter is a final demand for payment. We have, as of yet, received no payment towards this account or contact explaining the failure to make payments. If there is a reason why these payments have been withheld we would be obliged if you could contact us in order to either explain the reason or come to some form of payment arrangement.

If we do not hear from you within the next seven days we will have no alternative than to commence with further debt collection procedures. This will include instructing out debt collection agents to recover this debt.

This action can be avoided by either settling the outstanding amount immediately or contacting us within seven days with a suitable payment arrangement.

I look forward to hearing from you.

Yours sincerely
