Date

Client name

Address Line 1

Address Line 2

City, State   zip code 

                                                            RE: Client Overdue Account

                                                                   Reference Number 

Dear Customer

            The above account is delinquent.  If we fail to received payment of   $________ from you within seven days from today’s date, we will refer the account to our collection attorney. 

(Add if applicable:  Please note that in accordance with our underlying agreement, once this case is sent out for collections, we will be entitled to recover costs, additional interest and attorney’s fees). 

                                                                        Very truly yours

